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How an^l'Why "Using Volunteers in 
Your Agency'' Was Developed 

This training rmdel wav developed by the National 
Centei^ for Alcohol Education (NCAE) in cociperatioa 
wrth thc*Area Alcohol Education and Training Pro * 
grW (AAETt*) to meet the needs of alcoholism service 
workers as identified in needs assessment data gathered 
by the AAETPs. The need for training^assistance'ln plan- 
ning, designing, and implenf>enting volunteer progragjs ' 
in local agencies wjw expressed il^ all four.AAETP areas, 
making the topic appropriate for the development of a 
. national training model. ^ 

NCAE suff wrote the resource document,W Vp/unteer^ 
Program De^hpmtnt ^ufd$, and designed the training 
activities in consultation with the four AAEm and with 
alcoholism field personnel who are responsible for train- 
ing inj:heir own a||tncie$. This tean^ approach to model 
<*eyelopment and^ field dcnrK>nstratior1 of the training 
model brought local experience and perspectives^to the 
project. 



In addition, NCAE conducted a literature search and 
contacted fTCrmcrous agenciei with successful volunteer^ 
programs, including the American Red Cross and the 
National Center for Volunury Action. The materials 
have been revievyed by content specialistJ^nd consumer- 
users. • 



Pilot field derfionstrations wens heW fn three of the 
four AAETP areas, involvfpg trainers with a wide range 
of pr6fes5ional education and experience in different 
training settings. Field demonstrations v^re formally 
evaluated to assess their instructional adequacy and 
their relevance to participants* needs, and to obCiin 
information on which to base further refinement of the 
training materials. 

The nrK)del has been revised since the pilot denwnstra- 
tions to make the trainer Vtaijfr'llj easy as possible, , 
FlexibHity has been buiit into the model so. that it c^n 
be adapted to npeet individual needs and clrcumsunces. 
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SECTION 



Introduction 



''Using Volunteers ig Your Axency: > Planning, Imple- 
noenting, and Maintaining a Volunteer Program*' is a 
training package designed for people interested in be- 
ginning a volunteer program in in alcohol ^rvice agency 
or in improving an existing program. It is an S-hour,' 
four-session workshop. Workshop materials include: 

♦ the Trainer Manual (including masters for pre* 
paring participant handouts and transparencies 
for use with an overhead projector), 

♦ Session OutlJne Cards (for trainer use in delhy^- 
ering the workshop), 

♦ •the Volunteer Program Development Guide ^ 
(for the trainee*), and 

' ^ two sound filmstrips (fllmstrips and audio* 
cassettes), ' ' 

The Tralnet MiinuQf provides information about prepar- 
ing for and man«|ing the workshop. The Session Outllnt 
Cards jiTt a liision-by-sesslon guide for trainer use during 
the workshop. The VohifttHr Prx>gram Dev4tlopment 
Gutde \Mht participant's text f6r use both during the , 
workshoi^, and as a posttraining reference, The tv^ 
souriij^fttmstrips covtr the principles of an effective 
volunteer progran^and the steps involved in planning, 
designing, and irnpMementihg «uch a program. In addition 
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ttrmi ''trainee'' snd "partkiptnt" art used inurchar\|t« 
aWy In thle packaie. 



to their planned use in sessions 2 and 3, the filmstrips^ 
can be used independently for orienting agency boards 
of directors"^d/or agency staff, ^ , • 

,Who can benefit from thisaraining? 

• Individuals responsible for planning, imple- 
^ rpenting, and maintaintHg a volunteer program 

in an alcohol service agency are the primary 
target audience. The workshop should benefit 
both those who are planning such a^program 
and those who want to improve an existing pro- 
gram, 

• Agency boards of directors and agency staff 

* may also ^eneflt from adapted portions of the 
workshop. Boards of directors often need to be 
s convmced that volunteer programs can bel5rc^ 
ductive. Staff members need to be reassured 
that their roles are not threatened and d^lat ade- 
'quate forethought is gping into the volunteer 
program. For this purpose, trainees may be 
interested in borrowing the* sound' filmstrips 
from the trainer and using them to initiate dis' 
^ ctissions in their own agencies. 

Who can best conduct the workiho/!^ 

'» . . ' . 

Irirpplemehting this workshop requires both ti*ainlng 
skills (i.e,, iblilty to organiie and manage a training , 
^gram, lead group discussions, pr;esent audiovisual 



materiaK, »nd facilitate small group work) and a knowl- 
edge of how volunteer programs operate. A trainer or 
training team combinirig these areav of expertise is 
needed to conduct t^ worksb^p most effectively. 

• /K volunteer program director or coprdinait?r 
.without extensive training experience may de- 
liver the workshop succ^ssiiully with th<^aid 
of the fully detailed information about ton- - 
dudting this workshop /nd the trainerrVresher 
material provided in section II an/ appendixes 
A and B of this manual. 



• An experienced trainer with nc^1|>ecia! knt>wl* 
.edge of volunteer programs may conduct the 
workshop with the assistance of a person ex- 
perienced >Vith volunteer programs acting as 
cotrainer or resource person. 

What kind of preparation is necessary 
to conduct the workshop? 



Implicit in the use pf thjs training package is a willing- 
ness to work with materials devetoped by others. This, 
in furn, requires a willingness to spend adequate time to 
ouster the training package materials and methods. 

• Proper trainer preparation will require studying 
thii manual and the Vofuntetr Program Dtvel- 

^ oprritnt Guide, previeiwing all of the training 
materials, and conducting at least one rehearsal, 
or dry run before actually presenting the work- 
shop. It would aUo be very useful to read Vol- 

. unteer Services: A f^<inu<2l for AlcoMIsm Pro- 
^ram Director^, also oroduced by^NCAE, for 
further background irnormation about volun- 
teer use in the alcohgl service ^d. This train- 

• ic^package presents a generic planning process;^ 
Volunteer Sen/ices discusses issues such as spe- 
cific uses of vpluntecrs in an alcohol service 
agency, working with Alcoholics Anonymous 
(A. A.), and using volunteer counselors. 

• In addition to preparing tb^^resent the work- 
shop, the trainer njust be able^to assume or 
assign the role of program manager .to carry 
out managerial ancJ logisticti tasksjnvplved Iry 

' " conducting the workshop. \Stt ap'p^ndix B 
for review of workshop manaaement,) p ' 



'^Thls book can b« ordtrtd from th« Superlnttndtnt of Docn^ 
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• Participant handouts and overhead transparen- 
cies must be reproduced from mayers in appen- 
dixes C tnd41' ' 4r 

h^w m«ny participants s^1ould be recruited? 

Trt|'^!^on<?hop K designed for 12 to 20 trainees. Usually, 
75 t^AOO invitations are required to obtain this number 
of participants. 

Where can the workihop be conducted? 

* ■, 

The training site ihould be ccunfortabl^ and attractive 
and mu3^t be large enough to accommodate 20 partici- 
.pants for / 

* 

. • large group discus^ort, 

• small group work, ancJ - ^ 

^ • audiovisual presentations. 

(See appendix B fc)r further'discussion of training site 
selection.) 

Tralnef^anual, This document, the Trainer Manual , is 
designed to help the trainer prepare for conducting the 
workshop. The remainder of this section describes the 
workshop materials apd suggests, a preparation proced- 
ure. Sectioji II dekribes in detail the contents and activi- 
i ties of each training sessiort; Reduced copies of the hand- 
outs and transparencies to be used in the sessions and . 
the scripts and accompanying visuals of the fllmstrip's 
used in sessions 2 and 3 are included in the text of sec- 
tion II, as well as background information about why 
each activity was chospniand any special points of em- 
phasis or cautions involved in^esenting the material, - 
Appendix A provides refresher materFal on thte trainer 
role and. a review of generic information about conduct- 
ing an aJult training program. Appendix B discusses 
workshop management and logistics and includei sample 
recruiting materials. Appendix C contains masters of tt^e 
handouts to 6e reproduced arid distributed to partici- . 
pants- Appendix D contains masters of the overhead 
transparencies to be us4id in each session. Appendix E 
contaiSs a training evaluation lnstrtm>*nt for o^ti^al 
use. ' 

Session Outline Cards, The Session Otwki^Cards are 
Cue cards for trainer use during the workiho^hls for- 
nr>at allows the trainer to move around the ro^fti rather 
than becoming a captive lecturer behind a desk or 
podium. The ctrds are merely ah outline; space is pro* 
vCded for noteiund key questions the trainer will pre- 
pare for his or her owti use in conducting the workshop. 

The cards follow the sanic seqJ^encc and format for each 
session. The first cards provide a^^ovtWiew ofVthe train- 
' ing sequence^ including sufgeited time p^riodsfor each 
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The next cards specify training goals and particfpant 
objectives. 
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Subsequent* cards summarize the media, materials" equip- 
ment, training methods, and suggested meeting room 
arrangements tor the session. ^ 



Mtmods. Motertate. Medta. EcMprnent. 
Meeting Roorri Arrdrgements 



• S»«aM fiau* 

• Lt/yt |/^Mfk 



T 



The remaining- cards specify the training actwities. 
Media, matewa!s» and cquipmthlrare noted in the left 
margins of the^e cards as ithcy occur in the training 
sequence. ' ' - % 



Participant Handbook, The Volunteer Progrm Dev^op- 
ment Gufde is a reference for both trainer and partici- 
pants during the workshop an(|,an on-the-job guide for 
developing or improving a volunteer program, Section I 
introduces eight basic principles for an effective volun- 
teer program, ^ . 

Sections II, lii, and IV discuss exploration, design, and 
implementation phases in establishing a volunteer pro- 
gram in terms of the operational steps involved in carry- 
ing out each development phase. ^ection^V contains a 
bibliography and describes other resources available to 
program planners. Sample documents related to recruit- 
ing, interviewing, anc^volunteer orientation and training 
are also provided. ' 

Transparencies. Masters for preparing transparencies for 
use with an overhead projector at;e to be found in ap- 
pendix D. Their use allows the Jrainer to present infor^ 
mation to the whole group in an easy and efficient man- 
ner. Having ihfornutioQ ready on a "premade chalk- 
board'* allow* continuity in the presentation, focuses 
attention on significant materi'ai, ^Thd provides built-in 
emphasis on the material thus presented. Reproduction 
of transparencies and operation of the'overhead projec- 

' tor are described on pages 53 and 54. If an overhead 
projector cannot be used, this materia! can be put on a 

vflipchart or chalkboard. 

Sound filmitrips. The sound filmstrips are used in ses- 
ions 2 an^i 3 to present the eight principles of an effe^^- 
tivc volunteer program and the steps in planning, imple- 
menting, and maintaining a volunteer progra^n. Use of 
the filmstrips in the >^ork$hop is described In section II. 
Operation of the fllmstrifJ projectof^is discussed on 
page 55. 

Participant handouts* Masters for^the pariicipant hand^ 
outs are to b© found in appendix C of the manual. 
Copies for each participant must be reproduced before f 
the workshop. THeIr use In the sessions Is discussed in ^ 
sectional. ■ ■ ^ 
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What is the su^ested procedure for 
preparing to conduct the worKsho|)? 

^ .11 
Maruftmeht and loffstici. The firsi considerations in- 
preparing for the workshop arc those of organisation; 
choosing a time and place, recruiting and ^iectirg par- 
ticipants, and obtaTaing rfiaterlals ailU equipment. Sec 
appendix 8 for suggestions abogt plaftning and carrV^ing 
out these management tasks. 

Mastery of content and sessioV^ sequence. In preparing to 
conduct the workshop, it is suggested that the trainer 
begin by reading through section II, in'Conjunction with 
the Sesslof(t)utllne Cards, to become famijiar with the 
total contents .^d ^quence of the sessions and ^^^hc 
workshop matcN:ials (handouts, 4ranspare*n(jc$/and 
fitmstrips). . \^ i ♦ V- . . 

Background and Tefresher rr}atvrVls, f^(/xt, the trainer 
may want to over*section M again, thisitina^ rc^Jirig 
the relevant settions«/ the Volanteer ProgrvrpiD^velof)- 
mtnt Guldf and the refresher notes in appendix ^ of il\eV 
manu^t-as they are referred to in the text. 

Session notes. The next step 'is xh review the Session 
Out/In^ Cards, this tim^ planning specifically how e^th 
session will conducted and making note> on th^j cue 
'cards about introductory remarks and key questions to 



emphasize particular polfi'ts, stimulate disAission, sum- 
marize sessions, and so on. If there is to be a cotrainer or 
if a rcsouite person will be present^during the sessions, It 
will be necessary to plan together how to tooperate in 
conducting the sessions. 



Planning media, materials, apd ecjuipment. At this stage, 
the trainer will want to preview the fjimstrips, prepare .'^ 
the transparencies, and plan the reproduction and distri- 
bution of handouts. 

Final preparation. A *'dry run" through all the sessioris, 
preferably with ar>other person acting as participant- 
audience, proyfcies an excellent final step ir\. preparation. 
Jh\i exercise will give a feel for the flow and structure 
of the woV^ihop and for using the Sessfon OutllrvB Cards. 
If at all possible, use of the transparencies and filmstrips 
should be* included in this rehearsak If the necessary 
equipnient is not available, the trainer should at least go 
through the motions to become familiar with how and 
where' these media are used in the sessions "and with 
.^^iTrdinating the visual and verbal presentations. 

How much lime a trainer will need to spend in prepara- 
tion will be ari individual matter, but he or she should 
be sure to spend as much'time as it takes to feel com- 
pletely in control of the material. 
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Overview ^. 

This section of the manual gives a sossiori4)y -session^ 
guide describing each training activity, why it was 
chos<in, and how it is carried out. Rodupod copies of 
the h<mdouts, transparencies, ;^nd the visuals and scripts 
of: the filmsirtps are included in the text for easy refer- 
ence. This section should he read with the Session Out- 
line C</rds in hand, 



The purpose of the worksfiop is to famiharize partici- 
pants with issues relating to the use of volunteers and 
the principles arxi planning procedures involved in es- 
4iblishifig anj^ffeclive volunteer program. Session 1 in- 
. dudes an exercise to focus participants on their own 
^gerfties and discussion of pros and cons of using volun- 
teers. Session 2 presents the principles of an effective 
volunteer program by means of a sound filmstrip; the 
group discusses these principles in relation to problems, 
identified in session 1 . In session 3, another sound film- 
strip is us«d to pres«r>t a program planning prcKedure. 
tn session 4, participants envelop and discuss plan? of 
action to be. initialed on r(turn'to their agencies. 



Registratiort procedure 

It is suggesTed'that fu*^pants be asked to a^e about 
Yi hour ahead of the planned start'of the workshop.. This 
will allow l\n)c to greet and register e^ch participant and 
to dif^N^H^^ workshop materials. 

Registration packets can L^^jj^repar^d ahead for distribu- 
tion to participants on arrival, Thjs will avoid interrupv 
tions to distribute materials during the workshop. Pack- 
ets shouIdMnciude;" 

Nafne tags 

Ail session handouts 

A copy of ihe Vdlunteer Program l!)€vel(^ 
ment Guide 

Pencil or pen / 
List of partiQipants' narpes and addresses ^ . 
participant roster will aid in the gctting-acquainted 
)cess jmd wiii help participants to keep in touch with 
;.r€adi other after the workshop. There will probably be \ 
v.^Ust-mioute changes in the attendance list, so the roster 
ifiould be compiled ai late as possibles Final correction? 
can be made during the getting-acquainted exercise in 
session 1 , ' 



• 
• 
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Session 1 : Pros and Cons of a Volunteer Program ~ Hours 



The (jr«t fivc^ssion outline cards outline the overall 
tradnmg sequence; sei$ion goals and objectives; and sum- y 
marizc training methods, rr)atcrials, media^, equipnwnt, 
and meeting room arrangert>ents' to be psed in the * 
session, * ^ 

The overall goats <5f tfils session are to establish arf at- 
.bosphere conducive lo learning and to open exchange 
among participantsjlo orient participants to v4^at Is to 
come in-th^ workshop, and to involve participants in an^ 
immediate v^ay in thinking about the advantages and dis- 
advantages rff using volunteers. Ench activity is dij^ected 
toward at least one of these goals. 



Introduction antd Get-Acqualnte«l 
Exercise (A and B) ^ 

The introduction and welcoming remarks (A) set the 
iStage and answer ''creature comfort" questions such as 
. "Whkn^^lunch?" 

In the]|<ft'acquaintfd e^rcise (B), participants are 
\Qf^(\v^6 to introduce ^heJblvi^ using handout 1 t^ help 
focus their remarks. 



This «j(frciM'U (irovldid. to )1iUbl)ih a batiiM •xchanft 
amoni pai|^tpinti and. tcf cut tht tralntr to participant ' Mquiryot 



expectations about the workshop. The exercise is suc- 
cessful to the degree that participants are encouraged to 
op«n up and disclose themselves to the group. It Is there- 
fore important that the trainir set the tone by going first 
and showing a willingness to disclose information about 
himself or herself, perhaps inviting participant questions. 

^ This activity should not be rushed thrpugh. As with all 
of the time speilfic^itlons throughout the vA^rkshop, 30 
minutes ^^s a 5WtfS?tsrt</ time period, Tinf>e spent now in 
allowing participants to get to kr^w each other pays off 
later in the effectiveness of group work. It ii appropriate 
for the trainer to uke time to-comn^ent on participants* ' 
•renvirks and to encourage t>ke other participants to do so 
as well, especially if the exercise threatens to b^onrie 
too stilted or formalized. 



Workshop Ov^lew{G), 

As outlined, the worksHop Qvi|rvlcw (C) includes a de^ 
scViption of the ptifptse dfi^thk v^rksh6p,^e history 
and background of theSf||jtl1ng pa<^age, and an intrp^ 
ductioato the train#e*s text, the Voh^nt^tr Progrvm £>t- 

This oveiS(iew should orient participants to the training 
plan (trapiparenti.es A and BK familiarize them with the 
text, and allow the trainer to discuu participant expac* 

• tattonsr . - 

■ • ■ ♦ ■ 

InfQrmatlon abdut tht history and ba^kgryund pf tht 
traliiimf package Is found in the pre fa^i fo thkf#inual. 
The trainer should add notes about why ht or sht and/or 
tht sponsoring a|#ncy have undt rtaken to'cpnduct tht 
workshop. ^ 

Participants >• then reff rrtd to haniiout 2^ workshop 
goal and objectives. This handout wilK be reftrrtd to 
again at Ihf bagjnnlng of each sasiion to h«lp ifwticir 
pants kiitp track of wiHirt thty are Ig- th^ trtlnlng ; 



I* 



^iMt W «• <n<irit<»<»» | •/ ^ »>«*«woi >..«>,i.<»«i M 



^ s 



• 4 irv^/^ '' t'Vtli^ <d*.A«f*< ^t^w M 



When the prariicipants have read thpu^h handout 2, 
diipfay transparencies A and B, th^Wqrkshop Over^ 
view and Instructions for Small Grd^) Work. Describe 
the activities for %ach session and ^ow they relate to the 
goal and objectives and jo the participant expectiitions 
elicited in thc^et-a^quaintcd exercise. 



For, example, pirticfpants who are concerned about 
pe(suading their boards of directors of the advantages 
of 4 volunteer program will be helped by^hc discus- 
sion of volunteer program pros an^ cons in session 1. 
Needs of those who are ready to begin planning and 
designing an effective program will be met in session 3. 
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Next, participants are intr^'duced to the' Volynth^r 
Program Dtv^hpmtnt Gukli. Relevant sections of the 
text are pointed out and related ^o the scssior]^ contents. 
' Section I of the^uide covers tKe principfes of an effec- 
tive volunteer program, the topic addressed in session 2. 
Sections M, III, and IV are deuiled descr'iptions of 
planning, designing, and im^lenwnting a pilot volunteer 
program, the topic of session 3. Section V identifies 
various resources available, to program planWrs, In addi- 
tion to reinforcing workshop contents, making the par- 
ticipants familiar with the guide from the beglnning of 
the workshop will encourage and facilitate its use ^s the 
take-hon>e reference (or which it is primarily intended. 
It is helpful to point out that participants ne|d not take 
extensive notes during the sessions since detailed infor- 
mation, particularly on program plarviing, is araiiable in 
the text. . * ' 

The guide may also addressparticipant needs not covered 
specif ical|^ during workshpp sessions": For exahiple, ^ 
participant who is particwiarly ini^erest^ in information 
about training volunteers may be referred to the exten- 
sive ifst of publications in section V, Another may be 
interested in how to recruit and select^ofunteefiy^ThlS' 
topic is covered in some detail In the text and additional 
reading is suggested in the resource section. It is there- 
fore particularly imporunt that the trainer be familiar 
with the contents of the guide. 

Participant expectations that will not be n^t by the 
workshop training or In the guide ihpuld deflnitely^not 
be ignored. The traiaer or resource person may be i§kt 
to deal with $om^ concerns during breaks bctwten rti- 
sions, or somt of the otKerjpirtlcipants may have needed 
infonnation or exptrttnii or know of relevant resource^ 
thi^y should be'encoufi|td to contribute this knowltdgt. 
Even if there Is no immediate answtr to a c^nCtrn or 
expectation, the trafner's open acknowledgenr>ent of this V 
fact will lei^ diiMtliftctk>n aniforeitill the IlkellMS&i 
of paiiive or reilitant behUvlor by tralneei. 



i 



Agency Atiessmer\^ Checklist (D) 



In this extrciie, trainees work indepcgdently for « few' 
minuiei to complete part I thd read over p«rt 1 1 of ifft 
Agency Assessment Checklist (handout 3)^The topics 
in this checklist parallel material to be covePVd la^r in 

' the workshopL This 1 S^minutc activity is in the training 
sequence at this point to help^ trainees connect what 
they Sre about to hear and sec with' what they know to 
be reality in their owh agencies. The checklists are com- 

'Spieled andlproccssed in session 4. 







Participant^ may not be able to ansWr many of the 
questions on the checklist; this docs not'matter because 
the purpose of the activity is to stimulate thought rather 
*than to provide immediate answers. The trainer J^houid 
reinforce this idea if partiqip^mlj become anxious about 
not having all the answers. -« 

The trainer should also point out that th<f checklist Is 
not to be handed in or evaluated in any |piy but is 
sxrictly forihe trainees' o-v^n use, both later during the 
workshop ami on return to their agencies. 



Pros and Cons of Using Volunteers^ \ 
Brainstorming Exercise (E) 

The brainstorming activity proVides a good look at l^e 
attitudes and f/setings aboul using voluntecri*that pirtic- 
Ipants need to deal with within their own ag«irKies ami 
communities as well as in their own minds. Theactivity 
atso'iii^entifies the problems that become the basit of 
discuuion forthe next Jwo sessions, in which principal 
^nd plaiining procedures are introduced and applied. 
(See appendix A for further discussion of the braln^ 
storming procew,) 



V y ^ - ■ . 

. A flipchirt U suggested l^r this i^xercise because It is / 
easy to use and provides a permanent record. Altema- 
tfveiy^ a large chalkbpa^Ki can be used or large sheeU of 
paper%m be tapriffto the walk' 

There is usually' no problefh In getting participants to. 
offer a wealth of pros and cons durinji this activity. The 
iraindlt should b? vei;y familfar with thejists of pros 
•and com provi|ftd4n the S€SSk>n^Wn$ Car^s and be 
prepared tcTlKK'lny important itertus that are o^ter- 
looked with %ri8(ef questions, for example, ^*What effect 
will the a4dition of vt)iunteers have on your agehcyH 
relations, with the cd^nmunity?'* **How will paid staff 
feel about volunteers?" ^ • ^ * • ' 

Most of the cons will be fairly simple problems that are 
worked out in careful planning and management prp- 
•cedures-itemf such as ''Volunteers are unreliable.^ 
''Volunteers won't observe confidentiality." These arc 
ttie kinds of problems the workshop addresses. Some of 
the cons may be philosophical lwue», such as '^Volunteer- 
ism is another ^ay to discriminate against women/' 

^''Using volunteers allows government agencies to avoi<J 
responsibilities^" ''Volunteers takepaying jobs away 

" from tjhose who need thea\/' Thescissues, points on 
w,hich individual agencies must take a philosophfcar po- 
sition, are not addressed by the w9rkshop. 

If issues tike these arise, it is the trainer's option to de- " 
cide how much discussion to give them. At the least,, 
they shcJuld be defined and put Into pehpective as 
philosophical questions, asV>pposed to managerrtent ; , 
jm:)blems. It is also up to the trainer u> decide whether - 
to elicit or "draw attention to such issues. This kind 
of discussion will give grw^ter depth to the.exercise; it 
will also take more^Kfhe. The decision will be based in 
pvt on the interest and sophistication of the trainees. 

i 



Counter Argut|)^nt^ to Cons- 
Small Group Discussion (F). 



At this point, th^roup is divided-into discussion groups 
of four or five>articipantS4pd each group is aligned 
four or five problems j£j?om the ''con" list for which they 
are to develop counterarguo^ents. 

The primary purp/y of the activity is to allow the par- 
ticipants to explorer and develop alternative viewpoints 
to the reasons for not using volunteers. This is^citarly a 
more active learning approach thag having the trainer 
provide answers. A secondary^ purpose i$ to give partici- 
pants an ppportunity to interact and share information. 

trartiparency C U used to explain the procedure for 
small group work, . 

In assigning groups, the ^Iner nwy want to make jn 
point oY seeing that each group fncjudts both more and. 
less experienced participants^ or individuals who have 
and who do hot have i volunteer program in the apn» 



SESSION 1: 



HsrmKmoNSftm 

mAU QROUP WbRK 



1. QltOUPt or 4 Ofl 8 PAimCtPAffni ARi 
.eSTAMJtHCD. 

t. A RCCOfblEA t$ CHOeCN FOR EAC^I QROUP. 

3. MCdfibl^^COPY THE "C0N8" 6R , 

4. QfKHJMAtStMBLEANQ-DCVtLOf* 
XOOKTER AIFIQUMIKT8 fOA A4 MANy OF 
THE ktMOmO PIK>«UIMt AS P0»8llA.C. 

8. RfiCOllOeflS TAKE NCrrtS AND PT^ePAFie TO 
MAKE A 5-9 MMOTE RCPOflT TO THE LARGE 
GROUP. 



cies' they feprcsent. Group recorder's mjiy either be as- 
signed by the trainer or chc»en by the groups. 

Durinji small gfoup work, t|ie trainer shouki circulate 
to rriake sure-^hat the task is understood aruJ the gr(^{« 
are on'coursc. The traTher may want to go from groujno 
group playing devil's idvofeate, asking-groups to per- 
suade him or her that a re«o« against using volynteers 
is not valid. (Sec append^ A 
small 4(roup work.) , 



r 



furthtr discussHbn of 



Countcrafjjymcnts- Large Group Discussion (G) 

Iwlarge group is reconvened and the "cons'* and theii' 
counterarguments are presented and discussed. This 



activity allows ptrticipanu tq^arc the Icarntng that has 
place In imall |roups. t. 

Ourmg large iroup discusstol^/ the trainer ihould hold 
ofron indepth dfKcusslon of questions ^har relate partic- 
ularly to the ^ork of later i^cwions, 'These pfoblems art^ 
' jddresscd again inijhcussjon C(f principles and the stages 
ot progran> planning. appendix for n^ore^about 
large gr^Op dil(ussion.) > 



; 5umn<«?V'and Cor^lMsii^jp df 'Sejslor) (H) 

The trainer summarizes the sessior| as having allowed 
participants to get acquainted with each other an(;j the, 
contc'nts of the worksh#p^to foctis, by means of tl^e 
. Agency Assessment Checklist, on conditions in their* | 
ovyn agencies; and to crystallize their own thinking i 
about the pros aii)d cons of using volunteers, As a pref- 
' Mcc to the following sessions, par^cipants 'Sire reminded 
that some of the quesTfon$ and problems^t|>3t have 
arisen in the session will be discussed again in sessions 
2 Mi 3 in relation t^ principles and program'planning, 

' *'i ^ 

The session summary pr(y^jdes another opportunity to * 
get feedback from tht participants about their expec- 

^^Utions and conceres ifpw that they are warrped up and 

m^volved in the topic' 

Breaks of a fe^ minims are suggested between sessions, 
their length depending on how the schedule is rurwing^ 
and participant an/trainer needs. 
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.Session 1: Principles of An Cff^tlve Volunteer Program V.1 W Hours 



A 



Opening Remark* (A) > * 

Tht pur^o$«*of this session it to introduct pjarilcipanft 
to the principles underlying an effective volunteer pri^- 
gram and to allow thenrVto relate these p>inciples to the 
problenris identified in session 1 . - ' ^ ^ 

Refer participants to handout 2* to establish session 
objectivfs. 



Worhihop OhNM^M Ob^xhm 



■iimiiftOW. 

'^l *^ WIMA 1 



• ^Mtti** y.^^^*!** »»»M>HH»/>* kytf^jy »l>>t«^| >.^t*s^mr »f»»l^ i* a«^<f>^i» 



t*ty.\r<i* tt f fitt%r pf-j^^ , 



/ 



• r*4lM I y>»^^w«»n ot <fS«MH »J4iW H t f •'T^W^ ^ i 



Intri)ductk)n of Fllmstrip, "eight" (B) 

The fllmstrip.preKntt ejiht princlpin underly int an e^fr 
fective^ volunteer profram, In the context bf the kinds of 
problems these principles address^ The Introduction of 
then principles forms the basis for group dj>cusslonV 

in introducing the fllmitrtp, ask partlclpf^ntj to think 
about: 

i ways in which the princ^iples discusMd apply to' 
the problems identified in session tf ' 



• impllc^onii^of thes^P^'^ciples for afoncy ad- 



ministration, staff, and pr9gram planners; and 

♦ circumstances ^n their own agencies for which 
, ^ thftse principles have applicattility. ^ 

Suggest that participants don't need to t^y to take notes 
while watching the filmsUip, because the principles are 
wfitten out on handout 4 for* reference duripggroup dl$- 
eussioQ and are further discussed^n section I of the Voh 
unt€€r Program D$vtfofi7mrrt Guk/e. i 



Fllmstrip Viewing (C) 

The prelector should be loaded and the screen adjustf d 
before the start of the sessioh. (Instructibns for loading 
and operating filmsthp projectors are jjlven on page * 
55.) To Os^ fllmstrip with automatfc sound filmstrip 
projector: * 

• Advance filmstrip tb focus frame and adjust 
fofus. 

4 > Advance fllmstrip to black frame and start 
^ cassette player, using side of tape marked *Mn- 
audible cue.** Tt^e projector will then^advance 
tFTcTnirTmrlp au^ 
ble cues on the caskette tape. 

To^use/ilmstFip with manually operated projector and 
sepa/ate audibtape cassette player: 

Advance filmsuip tc focus franr>e and adji^st, 
focus. 

. • Advance filmitrip to black frame and start cat* 
'Stftte tape^on separat» player, using side of cas* 
sette marked ''audlb)e cue:** * 

• Advanoe fillfistrip m^ii^ally^ following the 
^audlbl» eues on ^he tape^lf you find the audi^ 

ble cue intrusive, yoit can use the script below 
for tithing. For frantes wllh ho narratfon/ ad- 
vance on the beat of the iiMiiic at the specified 
1 ^second or 2*s«cond IntiiryaU. Sonie pr^ttpi 
will be reqihred for mta^ coordination of 
visgalsahd loundn * 



als and scrijJt^j^ the f Hmstrip ar^ fcproduc^d b«low. 




. Prin||fples of Effective Vol^r^tecr Program Dcvdopmcnt (5 seconds) 



Produced by the Najtional Center for Alcohol Education (10 seconds) 
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Volunteers can really. g^t the jotvdonc! 



Throughout our recept sociarservice anci political history, 



vo^nteers Have moved all kinds of institutions and 



ptrsuasions into taking" action, making progress^ moetingtieeds. 



Volunteeri'have helped agencies stretch diminishing dollars and enrich their' services. 



But using and managing vojur^teeri has be^n « 



IB y 



pfoblffrwfoj' miny $ocitl service groups, 



including alcoholism service delivery agencies. 



Program directors, supervisors', and staff are often reluctant to consider using 



volunteers^ to extenifUnd complement staff servjces 



Many believe that volunteers are updependable^ 



that they can't be supervised. 




they ^*burn{t)ut/' theyVe unprofessional, 



jrnjoi 



They^fwl that stiff and clients dlitfUJt ^jolunteers, \J 






\ 



i 



that voluntwtt violatc^onfl<knti<«ty, ' 



4 * 



that/they are disruptive, irresporvsible, 



/ 



inflexible ^'do^Sooders.'' Are these 




r 

fears wel^foundcd? Noi(peccssarily. Volunteers 



r 



won't present thtse problems if a volunteer program is'planned and 



mplemented with eight^slc principles in mind. 



MOSIC-ADVANCE FRAME ^ BEAT OR 
2 SECONDS, ^ 



XIMATELY EVERY 



1^ : 




13 




f 



MUSIC I continued 



\ 




The first principle, agency commitmer^t to a volunteer program, Is cruclaj. 

The agency's policyj?<akirig body must be wHIing to allocate funds, provnde sUff . 
time, and delegate authority to a volunteer cc^brdinator qy«lified to plan and 
implement the program. / ' ^ 

V 

St^fKmust be committed to the program, through involvement in its developrVient 
from the beginning, and the volunteer coordinator must have their lUpport, 

/ 

Total agency support will ensure client confidence in the program. The agency 

must b>s:ommitted to the idea of a vokmtecr program. 



/ 



MySJC: -ADVANCE FRAM^ ON &gAT OR APPROXIMATELY EVERY 

2 SECONDS. J ' ~ ^< 

w 4f 



I 




i 
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< MUSIC continuecf 



r 



It takej more than one person to plan a volunteer program. A planning committee 
should be appointed at thc.very beginning, including ager\cy adminiitratorj, key 
jtaff membtfs, and perhaps former clients. 

' ^ Jk, . 

Those who have experience v^ith volunteer progrlms in other community agencies 
should also be included, The more experience, ideas, and resources brought to the 
usk of planning and designing a volunteer program', the better -don't face it alone,' 



MUSIC-ADVANCE FRAME ON BEAT OR APPROXIMATELY E^ERY 
2 SECONDS, 






MUSICz-continued 



\ 



Surt with X pilot progrim. That way, plans' and procedures can be tested - 
and cprrectioni and improvements made before tf\p program is expanded and larger^ 
' nunQj)eri of volunteers arc involved, Fine-iuhing a pilot program will eliminitea 
multitude of difficulties in supervising and managing volunteers. The initial pro- 
gram should be a pilot program. ' ' » 



MUSIC^ADVANCC FRAME ON BEAT OR APPROXIMATELY EVERY 
2 SECONDS, # 



> 

r >. . * " 

Sufficient time must bt taken for planning before the first volunteer is recruited, 
Nothing Is more disastrous than a horde of eager volunteers at the agency doors 
before sotid plans have been^made for lelectln^ and orienting volunteers and for 
aligning them to specific Jobs, Walk, don't rm Sufficient time must be allotted 
for planning before the first volunteer is recruited. 





MUSIC-ADVANCE FRAME ON BEAt OR AfPROXlMAtELV EVERY 
2 SECONDS. , . ) 



V 



The volunteer program must be an integral part of the total agency prograrn, As a 
"fifth wheel" with little relevance to the agency's goals and services, the program 
v^ill soon collapse. ' ' - . 



MUSIC-ADVANCE FRAME ON BEAT OR APPROXiMATELY EVERY 
2 SECONDS, 




MUSIC-cof^ued * 





And ih^ volunteer must be an integral part of agency, staff. Voluntwrs ar€ staff ^ 
members, even though unpaid, and should be subject to the same rtianagem^nt 
polictes and procedures as paid suff. 

Volunteers who scf themselves as sui Integral part of agen<;y l^ff-are unlikely to be 
disruptive or irresponsible, ^ . 

MUSiG^ ADVANCE FR'AME ON BEAT OR ABPROXIMATELY EVERY 
2 'SECONDS. / f 




MUSIC-contini^d 





Voluniwri hav« many motim for offerina thtir i«rvl<;«$, but it's » two-way street. 
Motivation mu»t t>« sutUirted by tht^n^edge that their work 1$ needed and 
valuable. Public recognition IsiMually welcome, but Informal recognition from day 
to day, regular performance equations, and opportunltlei to grow into lncre«»ed 
rejponiibillty art even more important Incentives. Volunteer incentives are critical 
to program success. 

MUSKJ-ADVANCE RRAME ON BEAT OR APPROXIMATELY EVERY 
2 SECONDS. 



4 



Program monitoring and evaluitlon are emotfal. Tht worth of th« program can bt 
xneaiurtd In objectWt tcrmi of n«w lorvlcei offertd, additional clients servtd, 
greater community recognition of ^he «gsrN;y'$ ow^^^ a oewiletter that didn^t 
exist before. E^ly imporunt art the inun|{tlH. Do vdlunteerf feel their work 
is r^^ardlng? Ar4 admlnistritori and suff eager to exiwnd the prorw^? Are. 
clien|!s pleased wi|h volunteer services? ^ 

Both kinds of information arc needed to use^voluntcers effectively, to correct any 
problems -to ensure that the program Is worthwhile, Monitoring and evaluation 
are essential. . ^ 

■ ^ ' / 

MUSIC- ADVANCE FRAME ON BEAT OR APPROXIMATELY EVERY 
3 SECONDS.. • . ' ' 



X. 



\ 
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MUSIC-contlniwd 
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Thtrt i» « conc«ptu»l diffir«r>ct bttwtin u»ing unpaid help and 



designing and implementing a volunteer program. 



CIS 

Like any agency program. It requires commitrtient, 



planning, and ongoing evaluation. It muit b<i 



fuUy integrated into the total agency program %t\A \ 




both ptldiirHfunptid lUff. thei* 



eight princlplei'jufe obterved, a 



■* voluntMr progrim can bt Invaluabi* 



\ 
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to an alcoholism Mrvice ag«ncy. 



MUSICS ADVANCE FKAME ON BEjfT OR APPROXIMATELY EVERY 
2 SECONDS. 
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DiKuiiion of Filmstrip (p) 

Discussion <>Uhe filmstrip should^tocus on apply ing the 
eight princlplcisjn tf'articipamj' own agencies and lo lhe| 
potential problerm identified In session 1 , 

This followup discussion helps to reinforce the princi* 
pies introduced in the filmitrip, providfi a framework 
for thinking <V&m^esiabl^hing or modifying a volunteer 
program in a way V^at avoids anticipated problems or 
solves existing problems, and de>^lops a context for the 
planning process presented in the following session. 

Par^kipants are referred to handout 4, 



/ 



riiiH«p»»* «' tft^tlv* V{,kint»t< fV^ffAm 0«v«*(H>m«ni 
% 




Each of the principles should be revievv^d 4nd discuued 
in turn. Optional trigger questions Ve Included in the 
Sessk)n Outlinf Cords, Fo( discussion to be meaningful, 
participants must first accept or reject the eight prFnci* ^ 
pies as valid and applicable. If doubts arcipxpreiiecf 
about the validity of any or all of the principles, thc'le 
reservations should be discifssed and alternatives invited, 

During discussion, pcobtems from session 1 can be 
referred to when it beconr>es obvious that a given prin- ^ 
cipje applies. 

The emphasis of the discustiori is on the importance of 
these principles as an Underly^ing philosophy of agency 
responsibility for an effective* volunteer program, Spe- 
cific planning procedures, based on these principfesf 
are discussed in session 3 and should not be gone into 
in ihi$ discussion. 

Summary and ConclusidlNl^f Session (E) 

The session can be sumnwtxtd as having introduced 
principles that address all otMrtost 6f the problems con- 
fronted in planning and implementing a volunteer pro- 
gram. How these principles are applied will depend on 
the size of the agency, the nature, of the program, ^\vail- 
^bkj community resources, and need5 of administration, 
staff, and clients. Specific steps in the exploration, de- 
sign, and implementation phases of a pilot program are 
to be discussed in session 3, ^ ' ^ I 
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Session 3: Plafining a Pilot VokJDteer Program ~ 2 Hours 



0|>ening Rftnarki (A) 

In this Muion, pa^rtlcipants art introduced to a step-by* 
ittp planning procedure for estibltahlng a pilot volunteer 
program. Thty diicuu how tht prihcipies introduced In 
the prectding $e&$ibn are put into efftct In the planning 
proc4u and how ipecif ic itt ps may carried out in the 
context of their own agencietr^ 

Refer participants to handout 2 to review thift session's 
objectives. 



^^^•^ •••^a^e^ a4l^^^Ke1^ ^ 

I 

^ f^^we a g^iwft ^ e^^e^^pe ^^^^^Aev^ P'^^^^^ tf^^^ii^^eBa M ^^"W ^ha^^k^ h fc'^w ^^ie^^ee 

All^* IMM*^ 4. Hr««4|NM(i l«F<' 

^ ^^^^^ i^aaAM^^ ^ ^^^^^^^ i^k^^^ i^A^ " — - ^^^te^H 

^ ^^^^ ^^^^^^ ^^^^^^^ W ^^^^HI^W '^^^^^ W f^^^^^ 



Introduction of Filmttrip, *'it^'' (B) 

The fllmitrip, '*itep/' presenu a planning process con- 
C<^lved in thrve phases: exploration^ design, and imple^ 
mentatior<. Specific iteps are outlined for ctrrylng out 
each phaie of program planning. • * 

In introducing the filmstri^, aak participants to thhk 
aboift< 

• ways in which the planning procen relates to 
the principl#i discussed In stsslon 2, and 

t applicability of the planning process to their 
own agency circumstancti. 

Showing of Flimitrip (C) ¥ 

The projector should be loaded and the scrNin tdjuittd 
befoK the surt of the sesajon. (Instructions for fllmstrlp 
projector set-up antf operation art on p«|^ 55*) Tha 
visuals and Kript pf the fllmstrlp are providt#below. 
See operating Instructions on pagi 10. 
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Adam: Come in. 



^ Sandy r Hi, Adam, how are you? Good to see you agair\^ 




Adam: 



r 




* 














Sandy; 
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Hi, Sandy, Thanks for6t6pp(ng by. I really need some t1(^\p and 
you're one of the 



r 

few people I know who can help me. Tom asked me Ust week to 
get a volunteer program started here, but 



I haven't the vaguest idea what to do ficst. You've had a lot of 
experience with running a vokinteirprogram. How do I go about 

it?" ^ . 



(laughter) By approachhig the job one step at a #ne-SY$tematt- 
cally. I've used the planning process outlined in the 



V 



Vofunttft Program t^fopmwt G^^fi€ that wis doo« by thi Ni- 

tiona! Center for Alcohol Education, I brought one along for you to 

road, 



Why don*t I tell you about the planning procest now? You can read 
the book later, The guic^e 3tvide$ the planning proceii Into 



three major activities: an exploration phase, a pilot program design 
phase, and an impfemcnution phase, • ^ 



) 



r 



Adam: By exploration phase, I gu^s you mean time to begin to find out 

whether we really can use volunteers, and whether starting^a pro^ 
gram is feasible for ui. 

Sandy: Yes, that's right. ' " 



First of all you're going to need some help. Ask Tom, your director, 
to ,$it down with you and help you -line up some people to serve on 
a planning committee. 



\ 



^ ■ 



Adam; Aside from some itaff and Tom, who sHould be on 



Sandy: You'll want $on^.repr«»«ntation ffom several community wrvict 



agencies, 



ir)c!udin| tome that have volunteer programs, 



.■ v. 



4^' 




Adam: 





1 Sandy: 
















*ind postibly tome former clients. The more he«di 



to help, the bettor* 
Okay, I cin think of a 



few people right off the top of my head who might 



be interested, Le^s go on; what's ne 



V 



The first thing you and the pla||(tng committee have to dp is uke a 
look at your agency 's goals to see If volunteers Can be used to 
achieve them. 



For instance, If one of your agency'^s goali4> say, to iikrease 
munity understanding of alcoholism as a treatable IHo^&s, 

. >^ '■ ) 

the question to ask Is, '*Can volunteers be used effectively In am 
orgaoi^e/ci way to help achieve that goal?'' This kind of analysis 
should give you some ansv/ers not only about whether to use voluh^ 
tiers, but also some general direction about * 



how to use them, ^ ^ . 

Next you nnd to gathi|p:>nr>e Information, 



What are voluftteers*doin| In your community? What tfencles a^ . 
using votuntetri, and how? \ 



n 



■ * 




Adam; 



S^ndy: 



Whit community r«iourcei are availablt to draw on to htip deiign 
or Optra te your program? 

And thtn Tm going \o ^ve to find oiJt what our ipeclfic needs for 
a volunteer program are, right? 

Exi^tly. 



AdamX y Very likely Tom has K)me 



{ 


























..... j^i^ 








specific administrative needs in mind, perhaps some fundraising or 
public relations. And well need 



to ask clierits For suggestions too. 

As far as that goes^ \ can think of some 



things we need right now. We do 




need some help with transportations-getting clients to A. A.' meet* 
Ings-and 



I Ve heard some of the suff talk about needing some addftionii 



help ^ith the obwp4k>nai therapy service. Appart ntty lon^ of th# 
clknts 




uren't intef«^tyd in the ictivitiei w« have available now, 





Sandy: Yes, don't forget to ask staff. li*$io imrportant to involve staff In / 

your program, / 



f^ind out what they want to do but don*t have tinae to do. 



Their needs may range fr9m help with 



intake paperwork to updates dp the Utest alcohol 



research. Regardless of the need, ' 



you should be able to find a volunteer who ha$ the necessary ikllls. 



\ After you;and the commlt\te have canvassed every^e and taken t 
look at your community's resources/ / 




youll AMd t#v«nil work Muiont to put 



aH:ttie information youVe gaiher^d Into peripecttve and to put 



iogethcr a proposal for your voluntcw 




program k> you can submit it to the board of directors. 



The board will have to understand what's involved in operating a 
volunteer program- " ^ 



that volunteers are not free. They require 




But ihcy musrSlso undersund that the benefits ©f uiing volunteers, 




expanded services, and advocav^s for the agency out there in the 
community, far outweigh the costs, ^ 

Following the board's det islon to start 



a program, th* next step is to appoint a volunteer coordinator to 
• actually plan and implement a pilot progra^n, 



Sandy: 



Okay, Sandy, assuming I'm given that re$ponsibHity,^hat do I do 
first-start recruiting volunteers? * 

No, this is ^ 




^ ? 



v/here you surt on phase 2 in the planning pnoce$$--the pilot pro- 
gram design phase-^anct the f<rst step here is to ^ 



Adam: 



define the objectives of your pilot program and get them on paper. 
And I do mean ap//of program. Starting small gives you a chance to 
correct plans and procedures that don't work before you Involve a 
large number of volunteers. 



The first step in this phase is to spell out what you want your volun- 
teers to be doTng and by when. One objective nfilght be that volun- 
teers would provide instruction (n six additional arts and crafts dur- 
ing the daily, 3-hour occupational therapy sessions. 



The progrtni of Instruction will begin in 3 months* time %T\6 will run 
for 6 months. The more specif ic.you are with your objectives, the 
better; wfiting tham In measurable terms will help you ukt stock of 
your plans and progress much more easily. 

Okay, that's pretty clear. . - 
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Sandy: 



Adam: 



Sandy; 



Wh»t'$n«xt? 

job descriptioni. You'll heed to get them on paper too so that 
*v4rycm~itAff, client*, and volunteeri-wHI know what to txp*ct. 



Do I have to write job descrlptionj if they already exist for paid 
itaff? * 

t^uinly not-lf the volunteer li doing the itme job, that Is, I 
i^ught along with me one of the job dekriptioni we developed for 
ouTprogram. Wt needed wmeone to plan and produce som« media 
presenutions for us since we v^re being asked to do a lot 6f work 
with community groups. ' ' 




The description we came up with realty gets specific about the Usks 





v^volved. We spelled out everything, 

O 




script writing, editing, taping. 



photographic $kilii, slide 



production . . . even dov^ to editing audiotape, 

Adam: Walt a minut*, Sandy, f'm beginning to get a littii overwhelmfd by 
all of this, ( don't know whether we can-do all of it'or not. And I'll 
never remtrttt>er all of theie itepi. 

Sandy: 0*ught«r) Don't wtfrry Adam, lt'» alt In the book I fivt you. 

A<lan>: Okay, (relieved lau|htir) 




Wharsncxt? 

Sandy: PUnning all ihc procedures you'll neej^_ for $upervision, recprd-^ 

keeping, scheduling, space allocation, and clerical isilsunce, 

Adam: Is all this really necessary just to use sonr>e volunteers? It sounds like ^ 

a lot of paperwork to me. ^ 

Sandy; _ Yes, it*s necessary, ^dam, but it's not really that much work. * 




Adam: 



There's a principle to keep in mind here. Your voluhteer program 
should be an inttgral part of your total agency program, The pro- 
cedures^ou use will be the same as, or adaptations of, those you 
use for paid staff. You don*t have to work out new ones. 

Okay, That makes a lot of sense, (pause) 1 think I'm about ready to 

come up with a 




recruiting plan, aren't I? 

Sandy: Yes, and by that time you'll k»1bw how many volurkeer jobs you 

have available, and job descriptions for each of them. 



V 



It will be fairly simple then to identify some specific recruitf^ent 
tapetSv You mentioned some additional instruction in occupational 
therapy. Depending on what clients' needs are,/^o to the places 
where people are using those 



skills. Go to the. local greenhouse ovvner; 




s 



talk to her about volU«K(ering 



her^lls and abilities; see what's 



7 ', 
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invo4v«d «i far m tupplidt >nd equiprnfint 



/ 



r 

. are concerned. If you 



' Qfid « ndilViletter, y^^u could approach the comnilnity college'i 
journalism departnrMjnt; * 



some of the students might want 



to volunteer their services to produce it. And maybe 



Adam: 



course credits could be arranged for them. 
There 



Sandy: 




are more ways and placet to recruit volunteert than I the 
What's the next step! I gueu we'd have to figure out how we*n» 
going to actually teiect the volunteers we w^t. 

Right, Adam; 



•nd thtrt aiTi numb«r of dKliions to m«k< in dtvtiopln| torn* of 
th* critirl* for itltctini th«m. / 

ThoM cHttrU thcuid b« biiHi on Ijj^w^pfiny |q^^^ 

filled* and th« job iki(ti ornptHtftc* nndtd to fHt ttw poAltion, 

and wt>»th«r or n^(|hly motivittd p«op)t wHhoat tht rl|ht job 












4 






IT 



Adam: 



* 

You'll hivc lo determine who makes the finil decision about lelec^ 
lion and placement, and >vhal resources are needed to go through 
the selection procos^ with ari applk'^k^L, 



! would jfnajfinejKt the perionai in_terview wo^ld be y?ry imporv 
tant in this velection process. 



Sandy: 



Adam; 



Sandy: 



Yes, it is. What arc some of the things you would attempt 




learn duripg the interview? 
Certainly 



\ 

one area to cmner is the person^s understanding of and feelings about 
alcoholism, And I think 



it would be important to try 'tq. determine what hi^.or her motiva-^ 
tions are for 



y|)lunteering. 



Rights and you'll also want to get some sense 
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of whether the aprpficant^s personality would complement 
those of the staff and otbtr volunteers, 
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and try to |ct t fj^c orrthc ptrion'Kgenerki mtturliy, wniltlvlty, 




^flexibility, as wff! as his or her personal fnteresti. Also, the ^ 
information and 



Adam: 



insights you get duringUie inter^w will give you a liretty good 
idea how • \ 



much orientation to the agency the volunteer will need: 



We don't have to spend a lot of time on this right now. The book I 
gave youigoes into this step pretty thoroughly. . 

What do you think is the next step, Adam? 



^Sandy: 



Let's see. Orienting the volunteers to our agency, I gims. They'll have 
to know what our services are, who^itafrii, our personnel policlA, 
whatever we decide to about inslrance oovtraf^* md relmburst* 

ment for travel expenses basic information about what we do- ^ 
^hat weYe all about. ^ 



Right, 




Adam; 
Sandy; 



andn«xt? 

Training. A plan for trtlntni valuntttn. 



Yet, and tN txttntx^f th« tralnini yoii'll^ivt topltnfof will <ttptfMl 
on tht voluniHrs you Mitct for thf phW»rn> 



4S 



J7 



If y6uVc able to recruit and lelcct voluntetri whoit ikilti vc\%\0\ 
your job deicription$, training Nvon't be neoesury. ^ if 

During the time I was working al the rehabilitation center, several of 
our volunteers expressed In ^ ' * 



terest in doing some work \\\ the area of prevention. 



soif^s 



So we set up some se<T-instructional sessions for them, using the 
alcohol facts material from the 





75 ond Drinking series, also developed by the National Center 
Hbr Alcohol Education. 



We also had them work with the slide shows another 



volunteer developed about our center's work/ 



/ • 

Then w^ w«re able to respond to all 

> ) 



the r«qu«»ti from community groups to ulk «bout V program, 



a 




Ok4Y, N¥hat*$ntxt? 

Ono of the most important aipects 



of your planning-~avalu«k)n. Plan to find out wt>*thtf* »nd how, 
your progranf) ii working, bk>(h-jn dollar»4wd<fntt V^rm and Kow 
P#opl# feel about it. If the protram li cott-ijfflchmt but nobody fnlt 
good about it, chancei are it*$ not going to function very weli. 



What about the money end of all thi$, Sandy? 

Well» you're going to have to keeii your budget In mind u you work 
through the program de$ign phase, Adam, 



And you might want to tkink of alternative ways to handle some of 
the costs involved. 



Adam: 



Sandy; 



Well, 



imagine weVe ready for phase 3, right? 

Right, Adam, and a very important step in the Implementation of 
the pilot program - 



ij i(ie orianution of your staff to the voluntetr program^ 




As I said earlier, staff involvement /n the planning of your program 



crucial frtm th« b«tinntAg, but ail itaff ' 




Adam: 




Sandyr 




Adam: 
Saady: 



must be informed and\ept up-io^d«tc on the specific 



plans for the program as you begin to operate it. 
And I guess wt c^jpr\\eg\n 



to recruit our volunteers at this point and work our way through 
all of the procedures and plaps weVe established. 

Yes, 4nd don't forget one laM thing, something eiiential to the. 
health of the 



^ program. Recognition of the contributions your volunteers make> 
You mean have an annual banquet? 
Well;that's one form of reoognitibn / 



but there are ott^fef^t^at^^^ important. 



Asid« from informal communication -and lots of it- 




job satisfaction and motivation can be maintained 



in a number of ways. One is to make lurc that your volunteers 



til ■ 

» 





rtc«tv« rtfuUr job p«rformanc« f v«lu»llon», juit ii ylur p«id lUff 
r«c«ivt. If th« }ob 



r 



it worth doing, it*i worth tvalu^ting, If youVt inur^iud 



in 1 voluntwr'i performance, h« or ih« will b«, too. 



And people will $uy motivated if th|j job they Ve doing it providing 
work experience ^ 



an eventual salaried poi^tion or if their job reiponiibilitlei are 
increased from time to time. But the best form of recbgnH|pn 



depends on what the Individual volunteer's needs are. 



Itmay^ 



be a reference for a paid job, increased job responsibilities^ 





^ing publicly recognjitd u the volunteer of the month, (pauie) 
Well, that's the process, Adam, . / ( 



4i< 



■'.V.V';*)' 





1 


I Adam: 


•» 






S^ndy: 












Adim: 



Vtry limj^y, conilder voluntMri as $uff, and plan for and minit|« 
tham ancNiBLPfograrn In tha ame way. Tva alwayi tried to run my 
program that wiy* 



r. \ 

Sandy, thanks you've really helped, I've got my work cut out for 

me, but I know where Tm going now. And thanks for tht book. 

< 

YouVe mon than welcome^ Adam* Give me a call later, and let me 

know how youVe doing. 



Goodbye, Sandy, 
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Discuiiion of Filmttrip (0) . 

In preparing to lead a discussion of the filmsirip *'steps," 
tttc trainer should b« very familiar not only with the 
content ofnhe filmstrip but also with sections M, lll.^and 
IV of the VPDG, 

At the tonclujlia^ of the filmstrip shewing, the trainer 
should relate the planning procedure to the principles 
introduced in session 2, Refer participants to the flow- 
chart on page iv of the Volunt^^r Program Dtvf/ffpm^nt 
Gukl0 or to transparencies D, and F, which outline 
the whole planning procedure described in the filmstrip, 
and to the principles on handout 4, • , ^ 

Point out, or ask participants to point out, the relation- 
ship between specific principles and specific steps in the 
three phases. Take the step "Devise Recruitment Plan.'' 
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At feast tvyo principles have strong implications for 
recruitment planning: 

Principle: Sufficient time mutt bt allotted for planning 
before the first volunteer U recruited. Often the first 
impulse in getting a volunteer program underway is to 
see how many volunteers can be llntd up. The steps out* 
lined in thr fiim&trip, and in greater detail in the guide, 
rmkc the pitfall? in such timing quite obvious. 

Principle:/ The volunteer is an intognJ part of the totil 
agency ttift In considering this principle at it relates to 
recruitment planning, it becomes clear that this uhder- ^ 
standing of volunteer commitment is very important in 
choosing recruiting strategies. The agency's expectations 
in terms of volunteer commitment must be communi- 
cated to potential volunteers. In turn, potential volun* 
teers should tiso be informed of the kind of acceptance 
which they can expect from agency paid staff. 

Planning Steps-Small Group Discuubn (E) 

In small group work, the foc«s is- on specific steps in the 
planning procedure. Th^re i% too much material for 
every planning step to be discusted in details It is tug*- 
gested that groupt of four or five participants be formed 
to discuss a planning step that seems particularly rele^ 
vant or especially problematic* The smal) groups then 
share their work with the other participants during a ^ 
large group discussion. / 

Onoe topics have been selected, each groi^ cim b«gin by^ 
quickly reading through the pj^es of the %tuntmrfith^ 
gnm Om^fopmtht GuJdi which relate to the step' they 
have chosen to discuH. (See page Iv of the guldt IcM^'ftl* 
appropriate page number.) They can the^ dii«tiit th« 
planning step and prepare a presenution fi(^^^^ larft 
iroup* 

One way to prepare a presentation Wktbe^ib^k 
traintts structure a roleiplay arpund a part^»i|ar pro)>' 
lem situation for t>resentation to the 1^ fhsiup. A rojil 



pfay provides both an effective means of group present 
Ution md 4 rch<ursal for what the trainee may need to 
be able to do in an actual planning situation if> his or her 

Problems in planning steps that lend themselves to pos- 
sible role play'situations include: ^ 

• a meeting in which an agency director or vol- 
unteer coordinator is trying to gain support for 
a volunteer program from a skeptic;*! board of 
trustees, 

• a staff meeting to asses^eeds o*-Administra» 
tion and st^^ who feel overworked but are dis- 

' trustful of the idea of using volunteers, 

• a planning committee meeting to^deyplop spe- 
cific program objectives, to which each number 
comes with a different set of priorities, 

• an interview with a prospective volunteer who 
is ready to solve the problems, of the world an^d 
must be confronted with the goals of the 
agency pnogram and a written job description. 

These suggestions are only a few possibflitics. The trainer 
can suggest additional ideas and/or allow the groups to 
come up with rote/play situations of their own, 

For planning steps less well adapted to a role play situa- 
tion, or for groups disinclined to use this technique, a 
planning step may simply be diKussed in small groups, 
and one or more representatives from the small growp 
may present the cumglative ideas to the large group. 

Display transparency G to clarify the group task. 



SESSION 3: 



INSTRUCTIONS FOR 
SMAU QROUP WORK 



1. Qf<OUf»« OF 4-5 PARTiaRANTS ARC 
tSTAIUiHEO. 

a. tACH cmoup choosis a stip from the 

^ FLANNWQ AND iMFtEMiNTATION MOO|!L 
FOR OMCUMlOM. 

1 SMALL OROUPt CONVINE AND READ THI 
RELEVANT FAQEt IN THE VFOQ. 

4. QROUn RRERARE A PRESENTATION FOR 
THE LARGE GROUP. 

I. LARGE GROUP RECONVENES: SMALL 
GROUPS MAKE PRESENT ATtONS IN TURN. 



" Planning $tep$-Lirg« Group Dlicuutdiv^ 

When the large group is reconvened, each small group in 
turn makes Its presentation. Participants' questions and 
comments ari^lnvlteS. Ten minutes are allowed to etdi 
of the small px)tjps for presentation and discussion, ' 

The purpose of this session is primarily to emphasize the 
importance of careful and Retailed planning to the suc- 
cess of a voly^nteer program. In tifc remaining period of 
group discussion, the trainer will want to address this 
issue. 

Tt sonr>e of the participants are from agencies with ejKist- 
ing volunteer programs, they may be invited to discuss 

• whether adequate time was spent in planning 
before their programs were implfrt^ented, ^nd 

• any problenu that arose in the progrann due to 
insufficient planning time or details overlooked 
in the planning process. 

If none of the participants has specific experience, the 
, trainer (or resource person) may wish to share some of 
his or her own particularly relevant experieneJjs in estab- 
lishing, or maintaining a volunteer projram. 

Summary and Conclusion of Setiion (G) 

In 5umnr\ari2ing the session, remind participants that 

• the planning process is discussed thoroughly in 
the VolunU$r Program. Dtvgfopmtnt Gutdi. 
Specific suggestions are offered for each devel- • 
opmertt step, The guide should be used as a ref- 
erence when participants return to their agencies 
and are ready to begin program planning or 
modification., 



^rpv 



• the specific application of the planning proce- 
dure will vary depending on the nature of the 
program/ the siie of the agency> the resources 
available in the pommunlty, and the needs of 
ageixy staff, clients> and administration. The 
planning procedure presented in the guide Is a 
models meant to be adapted to participants' 
own particular situations. 



Session 4: Getting Started With Your Own Agen9y Program 



Opening Remark* (A) 

in this Mission, participants will complete th« Agency 
AiMumeiit Gheckliit intreduc*d in wMion 1 and iden- 
tify ont or nx>r» prinwiry conctrni involved in begiryjing 
or Improving a voluntwr program in their ovm agencies. 
They will then meet in tnr^ll groups to discuss their 
agency analyses and plans, Next, the larg^group.will re- 
convene, recorders will give brief reports on the small 
group work, and jp4 balahce of the session wilt be de- 
voted to large gidup dlscusaion. 

The purpoW Jjjhls »*s$lon is to allow participants to 
combine kpo^jfte^ gained during the workshop with 
wh5ttt»«ft;nc/w about their own agencies to formulate 
a specific plan of action, and to have the opportunity to 
discuss th«M pkini and benefit from suggestions and 
experience of other participants and the train<fr or re- 
source person. 

Review session objectives on handout 2: 
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Completion of Agency Assessment Checklist (B) 



9»> 



Pjfrticipants are referred back to the Agency Assessment 
Checklist, handout 3, part I of which they completed in^ 
session 1 . ^ 

Review of their r^iponses to the questions fn part I 
should enable participf|s to focus on one or two 
problem areas which th^^ill develop an approach to 
solving In part II of the checklist. (See session 1,) 

During this individual activity, the trainer is available 
to answer questions and make suggestions if partlclpa|4ts 
are hating difficulty in focusing their approach. 

^ If panlcipants have a large humbet'of "no" or "soho" 
responses in all areas, suggest that they fofcus on agency 
goals and/or agency commitment as the starting point, 
because these are basic issues underlying an effective . 
volunteer program. For participants wtio have primarily 
"don't know" responses, the first task Is research. They 
need to identify key people in the agency who can give . 
them the answers they need. 

Problems and Plans-Sr^iil Group Discussion (C) 

Once participant have Identified primary problem areas 
and begun to formulate plans for adtlrtiitng then areu 
of concern, small groups are fomyed to al|pw partlcl« 
pant^ to discuss their agency analyses and plans'. 
The groups may be formed iccofdlng to problem areas, 
agency goals, agency commitment, plinntng, per- 
sonnti policies, oriimatton and trainlnfc'fwognUlprt, v-- 
or evaluation. Those whole initial focus li fur1^^nfb^ 
matlo^gatherlng may want to fom tgl^or groups 
of their ov^. 

During small group work, aach partlcVmt U alloitefil 10 
to 1 5 minutes, dtpiindin| on the six* of the group, to 
pt$mnt his or her problem analysis ind ipproach to solu- 
ttonNirid to recetvs suggiS(f9l|M^mmW^ In the 
group. ^w^*" . 

Display tnnsparsney H to clarify small group task. 
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SESSION 4: INSTRUCTIONS FOR 
SimiOROOPWORK 

1. QIHXM>S or I Ofl 6 ^AR'naPAHTt ARI 
FQftlikiD TO OWCUtS ^fKHIttM ARIAt IN 
THim AOMNait AND THim WtmAL PLANS. 

2. A Mf COIKHm IS CHOtIN FOf^ lACH QROUP. 

3. IACt4 PARTtaPANT IN tUPN PfllSINTS HiS 
Oft Hin PftOetiM ANAL Ytt8 AND 
APPftOACH TO SOLUTfON AND INVfTIS 
COMMtNT AND SUOQESTIONft PROM THE 
Om)UP. 

4. RECOMMER TAKE6 NOTES IN ORDER TO 
PRESENT SUMJyURV TO LAROIJ QROOP. 

U . — . — . . . 

The trainer ihou Id b« available to help any group having 
difficufty v^ith this activity. . 

Problermand Plans-Urge Group Discussion (D) 

The larg« group cHscussion begins wkh a report from 
each recorder on the problenr)s presented and the ap- 
proaches considererftn the small groups. 

As each group reports, the trainer jots dovyn orva flip- 
chart or chalkboard the key words that characterize the 

problem and the approach to solution. 

• /• ' 

After each presenution, the discussion is opened to 
question^, coma>ents, and suggestions from the group. 

If the group is composccTpricnarKy of participants from 
agencies without volunteer prograrhs» the focus will most 



likely be on gathering further information and on pro- 
* motihg or testing agency commltn>ent to a volunteer 
, program. Participants with a volunteer program in exist- 
( ence will be more likely to focus on orientation and 
training, recognition, and evaluation as problem areas. 

In a mixed group, the experience of those with an exitt- 
inf.yolunteer program, will be very helpful to those just 
getting started, 

Trigger questions are provided in the S^sshn OutltrH 
Carcfs to aid in promoting group discussion. 

Su|mnafy of Session (E) 

By th'^ end of the session, each participant should have a 
firm ^n regarding the first steps he or she will uke on 
return tq the agency. The session should be summarized 
in terms of the kinds of problems presented and solu- 
tions discussed. * 

SummarV ^nd Conclwslon of Workshop (F) 

The summary andconclusion of the session provide an 
opportunity to review briefly the contents of the work- 
shop and to entertain final questions or comments. Pj^r- 
ticularty if the trainer plans to conduct the workshop 
again, the methods of presentation, the material, the 
training site itself, and anything else that might affect 
- future presentations may be discussed. 

Evaluation Instrument (G) 

An instrument is included in appendix E for bptidnal 
use in evaluating the workshop. 
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Th« ultimate success of «ny training program, regard- 
ItM of how carefully designed, is relited to the trairier.'i 
skill iti delivery. For that reason, this appendix preie^ 
a brief review of thrtfalning know-%ow to maximlre 
effectiveness of these materials. Included are pointers ofi 

• the adult trainee, , . , 
_ • the trainer's role, ' 

groups and hovnhey t>ehave, 

• training methods, and ' 

. "•/Aji of audiovisual media. . " 

The rnaterlals reprti«nt the accvmulated wisdom of ex- 
perienced trainers who have presented these materials 
' and participated in countless o^er training programs. It 
can provWe a useful, quick rtvitw for those already ex- 
peHtnced'-in group leadership, and It can Mrye as a help, 
ful beginning for those who j(re (eu txperlenetd. 



Th« Adutt Traint* 



Adults who attend training programs are usutUy SMkinfk^ 

\ very ipecifle, jolKeUted skills or knowledgli I rv general, 
j\ traitveesare 

■ ■ ^ .■ ■ . ' ' ' 
'■- • independent,' .. ■ . - 

• pfoblemHCtnttrfili ind 

X >• ■ • ■ ■ i 

v-^- • T ■ : ■ ". • 

. .^ ■ : r'-. ■ ■ ' ■ ' • 



Thus, trainees have to fni that the learning Is relevant 
to their needs before ^ey arft^Ullrtg to accept It. For 
this reason, effective tralningSm to be 

• self -directed {the learner is involved in conduct- 
ing the learning experience); 

• experience4)ased (learning activities are planned 
around the participant's experiences); 

• problenvcentered learning focuses on learner 
needs and problems, not .on "covering" sub- 
jects) ;-and; 

• imnwdlate in application (learning can be put 
into action dlmctly). , , ' 

This training packaii ii designed to provide particlpa- . 
tory learning experiences through v^^lch trainees relate* 
new fnfdrmatJon tb the!rib<p«rlences and needs. 

As the leader of adult learners, the trainer It reiponilble 
for creating the^ l^d of open learning environment that 
enabiei trainees to share their experiences and Indlvidui^ 
expenlte With other particlpanu. 



Tht Tr«)n«r's Rott 



Trainers use a number* of ^different, »nd lom^lmes 
highly Indhrldualittlc, approaches to conducting training 
lesiloni and meeting the nteds of the adult leartw. Ai 
m general ruk, however , sl((K{td trainer* lurt by putting 
^aub^lpants at «ai«, Dravtihg people out durir« the first 
pe itldn with questioni about thtrmeh^i and abcHit their 



t^pecutbrvi for tht coune illoyi participainti ^^it9t 
to know tich othtr and give guidtlinti about their nteds. 
This approach alio initiates lnvoivtn>ent by participants. 
The physical tnyiroiinitnt alio helps set the atmoiphtre 
for participant invoh^c^meht. Arranging the seating in a 
circle or around a large ubie is conducive to infomiikl 
exchange an>ong attendees, rather than exchanges only 
between partlclpanS and the discussion leader, 

As a second task, experienced trainers usually sit thf 
group ruhs by begk^hing each session^ with a clear ittte- 
ment of the topic, t^ activities to be included, and the 
learning objectives. After information is presented, the 
facilitator fnftkitfs dtscusskw: If people are reluctant 
to-speak first, the group leader often volunteers a com- 
ment, contributes information, or breaks the topic 
di^wn into more specific questions. 

The trainer sometimes rr\u%l provfdt Information to give 
the group solne basis for learning and discussion. There 
also are times to Information. This may require 
calling on participants with special knowledge or experi- 
ence or bringing in an expert on the subject, Sometimes 
a participant can^e asked to look up information and 
report back to the group. 

^ Other trainer re^ohsibilUlei Include 

cussJon on th€ subject and moklng sun thi Itarhing *" 
Qct/^lths stay on schfduh. Debriefing between sessions 
also helps structure the learning experiences. 

A brief summary after tcarningactivitics and at the end 
of a session serves as a logical end to the activity and also 
gives trainees a roadmap to follow as they sort out where 
they are going and where they have been. In carrying out 
these tasks, it is important for a trainer to 

• avoid seeming to pass judgment; 

• make 'positive comments and give positive 
feedback; 

• respect people's feelings; 

• be aware of and candid about personal biases; 

• avoid pretending to be an authority on subjects 
he or she doesn't know thoroughly; and 

• be frank about his or her personal stylfof 
group leadership. 



roups and How They Beh«ve\ 



One of thi tricks to beingan effective trainer ii in under- 
standing how groups work. Thi| successful facilitator 
knows what forces make people and |roupiact as they 
do and uses these dynwiics tofvilp guide the learning 
exptrienci. ' 

Two major fictors shape the behavbr of rpost froups. 
Ftnt, Darticipantf hav#jo decide, ''Do I Veally want to 
l#arTiJ*4trom>w/?'' As they mike this decision'^ 
tieipanti lurid to test thf trainer to deci<ie whether they 



* can accept his or her leaden^ip. Sometinr>es iccapunca 
is achieved shortly after the start of the session; at other 
times it may take longer. Another aspea of acxepun^^^^ 
^quires that the traineei decide to learn what is being ^ 
presented. The participants have to analyze and, in a 
very real sense, agree to learn wiiat the trainer offers. 
To guard agalnft accepunce probtoms, the trainer should 

^ ♦be thoroughly prepared for the presentation; 

• make sure the logistics run smoothly; 

• be frank about what he or she knoW! and 
does not know; 

• clarify participant expectations at the very be- 
ginning of the t^^^airj^ 

• compare these expectations with the 'training 
objectives; 

• highlight what will and will not be covered; and 

• discuss how unmet expectations can be handled. 
If there is a problem, some telltale signs include 

• yawning, v 

• fidgeting, 

• ^private conversations ^^mong participants, 

• challenging or off/the-subject remarks, and 

• quostioningof the content validity. 

* When such problems arise, the trainer must deal with tJI 
issues openly to avoid bigger problemsLWe or she can 

• reveal what is happening in terms of group 
processes; 

• ask the group what can be done to satisfy its 
Jf needs; and 



# n>eet separately at a coffeebreak with discon* 
tented people and deal personally with their 
concerns. " 



The second dynamic which shapes group behavior is the 
need for each Individual to locate himself within the 
structure of the group. This force is most obvious al the 
beginning of a training event when participants typically 
explore how to 

• fit into the group;- 

• establish themselves as important members of 
the group; ^ 

• guard their vulnerabilities; and 

• get attention and recognition. 

The need for group recognition and menf>bersh|p often 
leads to behavior patterns that may interfere with learn* 
Ing, Trainers, therefore, nnd to be oh the alert for ^e 
following types: 



/ 



♦ Recognition seeker (constantly calls attention 
to himself or hen^elf), 1 



• Convtrwtionillit (br Ingi up off-tho-iub|«ct, and 
often personiK inicdotei), 

• Siknt partner (lit! quietly, daydrcami, a^id 
do«t not particlpau),' 

• Sophisticate (aiiun>e5 bored, know-it-all atti- 
tude), 

• Moraiizer (advocates judgmental points of view 
ba$ed on penonal convictions), ' 

• Conservative (convinced that status quo cioes 
not need changing), ^ 

• Aggressor (attacks attendee* rather than their 
ideas), 

• Theorjzer (ulks in abstract terms'ihai often are 
unrelated to the discussion), 

• Faulist (believes that npthing can he done about 
a problem), 

• Rationalist (believes only in logic and rejects 
emotional factors), and 

• Thinker (appears to pay attention but does not 
participate), 1 

Recognizing that these types of behavior are personal 
ways of coping with strains of fitting into a new^jroup 
c^t) help a trainer deal witff.them. Respectful, tactful ' V 
treatment may integrate the iroblem individual int6 the 
group and neutralize \he disdjption. Keep in mind what 
underlies the behavior and try to respond to that need. 
Thus, try slowly to draw out the silent person without 
making him or her more self<onscious; give soow recog- 
nition to the types who try to dominate a discussion, 
but be sure that others have equal opportunities to 
participate. To cut short the off-the-*subject remarjc tact- 
fully, as^hose with an interest in the topic to get to- 
gether at tfH next coffeebreak. Son>etimes the group can 
help. For example, ask **What shall we do about keeping 
on schedule when so many people want to discuss per- 
sonjil prol^im?*VThe group n^fft^trs usually deal very 
effectively with the situation. ^ / 

There Is no simple technfque for handlirrg attentlon- 
Jwklnii^ehavlor In groups. A good trainer approaches , - 
each i^Q|ppiduai as a new problem,. keeping in mind a few 
general rules: 

• Deal with the disruption; If not handled im^ 
mediately, it wll! Just appear again, often as a 
bigger problem. 

Renrmmber that you are the group leader and 
that challenges to that rofe should be met 
hvd-on. 

• Keep in mind that yo^ur responsibility li to the 
whole group; no singlt individual ibould be 
allowed to ditriipT the planned learning expert 
ehcei, ' » t ^ • 



Inttructionil Mothodi 

To achieve its objectjvcs, this training program uioi an 
aisoftment of me thodi compatible with the basic princi* 
pies of aduk learning. Section II dlicuiiti whM to use 
which method, and the following pointers telt^vv to 
use these techniques, 

DiKUisiof) 

Group dijcuMlon, on« of the moit frequently uied 
tephniques in ^ri^ning lewionk generally li initiated by 
the trainer's question or by J#ormation given in preten- 
utioni. overhead transpartilcie*, or reading materia!. 
The participanu then contribute examplei, observations, 
comments, and anecdotes from their own experiences In 
order to^xpand v»d illustrate sorm of the points made 
In the session. Some of the contributions provide itrik- 
Ing, firlthand accounti from thosf who have dealt with 
^ different situations. Other commenu and suggestions 
will not be effective comributions, but the diversity will 
bring the subject to life and make the sessions penonal 
and meaningful. ' 

• Discussion is not just a rambling, formless conversation 
that jumps from topic to topic, but is focused and 
directed to a specific topic. The job of the facilitator is 
to ensure that the discussion remains relevant and that 
rambling is minimized. 

Personal experiences can be' valuable contributions to 
discussions, but sonr^e participants may be tempted to 
use the discussion as a confessional. Very difficult, 
enrwtionally charged situations that have.iittle learning 
value can develop. Aim at achieving balanced participa- 
tion from the group. Some people may want to "say 
their piece," but often others (n the groUp are not In- 
terested in such speeches unless they directly relate to , 
the^subjcct. ^ • 

As a discussion leader, it pays to be aware of body 
languaj^, bpth your own and tha^of the participants. 
For example, the ti;aWer can un gestures to keep the 
^^flow of converwiion going. Pointing to an individual 
V who has lomothint to «y is p»ffecttyt poUte in thlf con- 
text. So Is a hand slanaj encounM{int'ionr>eone to con- 
tinue to elaborate.-The direction of the trainer's atten^ 
tlon itself Is t.powerftil t<|nal./s long as the leader is . 
looking at someone, M or she Will, be encouraged to 
coritinue;;just locking away or at^meone else may cut 
the flow of speech. 

A trainer's ablHty to isk good questions Is the most 
useful tool for bringing discussions to life and keeping 
them fociiwd on relevant topics. A probing question 
arrests the attention of the adult levner «nd permits 
the trainee to be self^irecied In finding w^aniv^r, to 
<traw on his or her own experience, and to focui on in 
isHii.^not ah answer. incJilve questions alto eait the 



tutntr in tht rolt.of a pMr mklni aniwtri) thus 
ubllihlng a productive triin«r<triirvt« relationship, 

A few sinfipto tlp^ can help a trainer aik the kinds of . 
queitiont that lead to fruHful and purpoeeful discuulon: 

• Ask qutitioni that start with '*how'' or **why'' 
rather than ''what is/* Thcle question's will 
encourage the devetopnrMsnt of the fcamer*5 
analytical skills. They do not bypasi nnded 
infornr>ation. They make learners apply what 
thty know and discover what they still need 
to find out, 

^ • Ask questions that spark controverty and 
force people to disagree. Such questk>ns serve 
to broaden minds and #^p€l the illusion that 
everything is black or white. 

• Ask open-ended questions that have more than 
one right answer and are likely to elicit more 
than on^ response. For example, start with |^ 
'1n what ways, , .?''or"For whatjeasons. 
These kinds of questions foster a mind-set 
that is open to the nuances required to under* 
stand the complexity of most topics, 

• Don't put people on the spot with suoh ques- 
tions as *'What is the chemical formula for, . 
or /*Doei aHVone understand, , An'^inability 
to answer the first qutsttoh or an honest '*no'* 
answer to the second v^uld make someone feel 
stupid. 

Rolf Plays and Sirpuiationi 

Role plays and simulation activities require participants 
to asiunr>e the part o^another individual in a problem- 
solving or conflict situation* These activities provide 
opportunities for the participant players to examine 
attitudes and behavior ai they portray persons with dif- 
ferent points of view and positioiis in life. From these 
e)^riences, trainees may develop empathy with others 
in situations that differ from their own. Moreover, by 
helping resolve a conflict or solve a problem in which 
they are not reaijy personally involv^ participants can 
gain new insights to their own behavior* - 

Before starting the role play, a director should be ap- 
pointed. The trainer may tecve in this tapaclty br may " 
call upon an experienced person from the group* It is 
the director's responsibility to oversee the activity. He , 
or she sets the stage, selects the participants or asks 
for volunteers, and rnakes sure that people portray 
their assigned roles rather than themselves during the 
activity* Another responsibility of the dirtctor Is assur- 
ing th4|nopirticipiuU Is atucked persohally. Confli^^ 
my dtVilop between character, but the distinction be* 
tweef^ the role being played and the indivMual's own 
MentUy ihouW be malnulned* 



To begin the activity; the director asks the player* to let 
the scene* The physical ^llmeniJons of the room or set- 
ting should be defined, with the lo^tlons of such fea^ 
tur*i *l doors and'wlndowi arteast agrnd upon> tf not 
indicated by chalk marks or other means* Atlw simple 
props such as ublei» chairs, a desk, dLk rug help simu- 
late reality, \ 

To *>arm up" the players, the director may walk around 
the set with each player individually and discuss aloud 
what his or her role will be, what kind of person will be 
portrayed, and hoy the character will react in the situa- 
tion. This technique breaks the ice and gets people ac* 
{:ustonf>ed to their roles. 

The role play director also may wish to point out that: 

\e The players should try to **get inside'' their 
roles and respond as the real characurs would. 
If the roles are played **iust for Ikughs/' then 
the activity will not t>e a valuable leaminj;^ 
experience, 

• if anyone is especially uncomfortable with a 
role, he or she shoiMd be free to change. 

» 

• Because Of the freedom allowed in the role play 
activities, there is a possibility that conflicts 
may occur and people's emotions may become 
Involved unless players take care to separalfT 

their own identities from the role being played. 

-# 

During the enactment, the director is responsible for 
keeping the action within the scope of the planned 
activity and for reminding the participant! to play their 
roles rather than c^pn^sentlng their own points of v.leW* 
The inu-usions of the director into the action should be 
limited and should not slow the mon>entum of the 
. activity. If personal conflict between players develops^ 
the director must stop it immediately with a tactful 
reminder about the objective of the activity* 

It often contributes to the learning experience If the 
director stops the actional the critical junctures during 
the enactment. He or she can call for an 'Mnstant replay" 
or ask participants to '^freeze" and tell what they are 
feeling. The discussion should focus on v^at is taking 
place wkhin the group at that point* Each role play 
exerplse should be followed by a dlKysaion period in- 
volving players and obiirven* The points raised should 
I reUte the eveht to the learning objectives, and th4 dis^ 
\ussion should not get into issues such as the actinf 
ability of the playeM, The characters nuy begin the 
discussion by explaining their reactbns,^ how they felt 
as the characters, and why they acted as they did* Ob- 
servers can address the sime Issues from their perr 
spectives* Other poinu to be considened are what altar* 
nau ways the characters might have res(>onded and 
what learning experiences resulted from the actMty. 
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Writttn Exerci»et 

Exercises calling for written rcspon*?^ of various kinds 
" are uwd In %om of trw les^ions to stinuiUit the partici- 
pants to formulate conclusions indivfdyally. Materials 
handed out to supfrtemeni ar follow up group discussion 
Include multiple-choice, n^atching, and completion 
t^^erclses, which are included becauv u^mc individuals 
item to learn better by writing than by listening, talk- 
ing, or readftig.,The written exercises should not be 
''assignments" to be completed fof their own sake. 
Rather, regard them a^ springboards for relevant dis- 
cussions. Do not let the participants become bogged 
down in the details of the exercise to the extent that 
they waste time or lose interest. 

Small Group Work 

The plans for some sessions suggest that the participants 
break up Into ynall groups to work on specific prob- 
lems and report back to the large group. Forming these 
"buz/ groups'' can be handled either by having the par- 
ticipants make their own giNiups or by assigning mem- 
bers to groups. It is useful, hov^ver, to have a variety of , 
background.experiences represented in the cornposil^n 
of each group. ^ 

Sorr>e trainers feel that allowing groups to remain stable 
throughout the workshop or training pfogram allov^^ 
%each group to develop as a working unit; others feel that 
it is better to encourage more diverse*^inieractions by 
forming new groups for eac^f session. If strong divisive- 
ness seems to be developing in a gryup or If the trainer 
feel\ that a particular group is becoming a/separate unit 
in a way destructive to the total group, he'^br she will 
probably' want to reconstruct the groups for Uie follow- 
ing session. ^ 

Each group needs a recorder if there is to be a report to 
the larger group. The trainer may either ai>ign recorders 
when eaph group is formed or allow eac^ group to 
choose its own. It is a good idjjjj in either c>^ to have 
different individuals act as recorders in different sessions. 

During small group activities, the facilitator circulates 
among groups to answer any questions, make sure that 
all the participants undersund^the activity, and fnsure 
. that the groups are on cpurte in their disci 

End the sessions early enough ta^aUawHwfficient time 
for f^owup discussions involving the whole group. 

• Begin the folio wup with the reports of the 
conclusions reached by each team. 

• Follow each report by brief discussion and 
question period, but reserve the nriajor portion 

^ of discussion time so that all the conclusions 
can bt treated together in context. 
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Using Audiovisual Equipment 

The export use of transparencies, filmstrips, and other 
audbvisufj n>edla contributes imrrtwisurably to any' 
training event. Attention is focuitd on key issues, major 
principles are highlighted, and difficult concepts are 
expertly presented. Careful integration audiovisual 
materials with the contcntJwttrquickon^ejpace of the 
prescnution and enliven the tr*iiw«g^ evj/t. On the 
other hand, audiovisual materials can seriously disrupt 
a presenution if the trainer is inept in the use of the 
equiprpent, Fuml^ing with transparelncies that are out 
of sequence, searching for an extension cord, fiddling 
with the projector, or having a fllmstrip out of lynchro- 
nidation with the soundtrack are problems that inevit- 
ably will plague the ill-pr^ared trainer. As a result, the 
pace of the session lags and the group's interest w^nes. 

The equipment is basically simple to operate. With care^ 
ful setup and a brief practice period before the start of 
a session. It will function smoothly and fit into the pres- 
enution without a break in the c^tlnuky. The follow- 
ing sections explain the pperatlon of the audiovisual 
equipment needed for*presentation of these training 
materials and give tips on effective use. 

The Overhead Projector 

The overhead projector {figure 1) enlarges images 
printed on transparent acetate sheets and projects them 

Figure!. Ovtrh^ad Projector 
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1. Lent / 

2. Mirror for picture tilt tdjuitrntnt 
3* Focus knob a 

4. Stilt 

5. Lampctflnt 

f fj 
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on a tcreen. It \% uMd with thf trainer facing the group 
so that eye contact with the participant! can be main- 

taincd. The rcom ^oei not have to be darkened to.uic 
an overhead projector, lo the logistlci are simpliHed. 

To oj^rate, $tt up the profvJCtor and tcrccn as illustrated 
In figure 2. ^ 

Ftgurt 2. Froptr Phc^mtni of O^frh^ad Projector 
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3, PiftlclpantJ 
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Place a transparency on the nage so that you can read U 
^% you face the group. Turn on the light, and focus by 
turning the knob. Tilting the head of the machine with 
the titt knob raises or lov»«rs the' beam of\light. The dis- 
tance from the screen determines the <<^2tjpf the image 
area. Adjust it until the tight fitk the screenuvenly and 
no dark edges are showing. If the Image is di&torted by 
the *'keystone effect'' (see figure 3) correct by changing 
the position of the projcttor. 



Figures. Keystone Effect 





Pto(tcio too 'i' 



The overhead projector should only be left on when you 
want attention directed to the screen, Switching the 
projectpr off between visuals offers »n opportunity to 
pinpoint attention on, the screen each time a new visual 
is shown, When l#ft on» It is a distraction tl^it intffferet 
with the presenta'tion and group interactions The over- 
head pro^ctor can be used as a chalkboard by placing a 



clear sheet of acetate cfh the glaii and writing on it with 
a water-soluble, fett-tip pen or grease pencil The acetate 



can be reused; just wipe off the pen or pencil 

When operating the overhead pro}ector renf>embef ^eie 
precautions: - — ^ 



• Turn the lamp to ''off'* when changing tr^^n•• 

parenciei. * 

• Always allow fan to run after turning off lamp 
to preyent heat bufidup in the projector housing. 

• Never move the projector when the lamp is hot, 
Hot filaments break easily, 

• Always turn the lamp off and unplug projector 
when changing lamps. Both tamp and surround- 
ing metal will be hot. 

• Never handle a new lamp directly; use a piece 
of paper or handkerchief, 

• Keep the projection stage clean. 

• Clean lens as necessary. 

Transparencies for use on the overhead projector can be 
made by a number of different methods, which range 
from simply writing information on a'clear acetate sheet 
to using expensive n^ulticolor heat or chemical ^ansfer 
processes. The common types of photocopying equip- 
ment available in most offices easily convert printed 
materials, line drawings, or premade trapipvency mas- 
ters such as those included in this package iruo transpar- 
ency form, Acetat* sheets are inserted in these machines 
according to manufacturer's directions and the master is 
reproduced In black and white on these sheets. The 
transparencies can be used unmounted or elise framed In 
a cardboard holder (ordered from the local art or office 
supply stores) for ease of handling and storage. If an ar^ 
rangement can be made with th^audiovlsual center In a 
local school, the diazo or heat process can be used to 
add color to the visuals. If such an arrangement can be. 
m&de^the center staff will advise about v^ich process ii 
most effective and assist In use of the equipnr>ent. Having 
transparencies commerciatly reproduced is often (Dro- 
hibitiveiy expensive, and, therefore, is not rtcommended, 

Fl^xharti , 



If an overhead projtctor Is not available, transparency 
n^asten can be copied by hand on jumbo-tlate paper 
tablets and mounted on a tripod or other support. (See 
figure 4.) FIfpchart paper and tripods miy be pun;haied 
at art ftpres, office lupply stores, or university bMk* 
stores, The local school may also be able to provide or 
tell you where to obtain such equipments 




<3 



The Fllmstrip Projector 

The filmstrips includoff ah this package are designed 
for use on a cassette model sound fllmstrip projector 
{figure 5), which automatically advances the fllmstrip on 
an inaudible electronfc cue. if this type of projector is 
not available, any othe> type with a manual advance 
mechanism will work. In this case, however, it will be 
D^esiary to get a cassette tape recorder to play the 
soundtrack and to follow the script to pick up advance 
cues. ' 

Equ(pn>ent with a self-contained projection screen is not 
suitable for these training sessions because the screens 
generally are riot large enough for the whole group to 
see. 

Many different types of fflmitrip^rojectors are available 
from a variety of manufacturers, each with unique oper- 
ating instructions, but a few general principles apply to 
all machines. 

To operate a fllmstrip projector: 

' • Remove ca^ri from the projector and set it on 
a firm stand. \ 

• Insert the film according to directions provided 
by the manufacturer. To insert properly, face 
the screen, hold ^he strip so that you can read \ 
the title, then turjn the filmstrip head down'and 
push into the loading stot. 

• turn on the Uihp, moving the projector towand 
or away from tni screen as necessary to fill the 
required image arW. . 

• Focus the picture by wrning the lens bvreL 



• 1/ Uif Irnite It split betwten two frames or only 
a portion of a frame Is showirtt/ltdlust the Inuii 

with the framing control mechanism, which wlH 
movetfiefllm uporcb 
alined within the Infuge area. 

• For caiMtte machines, simply lUrt the pro}ec- 
tor according to manufactMrf r'i dJroctionSc For 
mtanual machines, turn on the cai^tte recorder 
and advance the frames of the fllmstrip as indir 
cated on the script. Take cart to keep the 
soundtrack and the fllnutrip synchronized. 

• Aft«ru»e^»fHm>trlp will b« in « loon 60il too 
large to put back into the container. Roll Itv 
carefully into a small colt. Do not grasp the roll 
in one hand and pull the loose end to r'educe 
the size of tht roll; this damages the film. 

• Keep fingers off the franfws of the fllmstrip. Use 
the edges or the blank leader to handle the 

film. 

• When projecting filmstrips, it Is not always nec- 
essary to fill the entire screen. A smaller, 
brighter picture results if tiie image area is re- 
stricted. 

> 

• If the projector has a separate switch for the • 
fan and lamp, always turn on the fan before 
the lamp, and let^the fan run until tMbulb has 
cooled. 

F/gurt 5. Casstttt-typ* Soumd FUmstrIp Projector 




1. Tape conuol levers (stop, reverse, etc*) 
3. Film feed tulds 
J.. Film a^noe gukle 
\ Lens and focus 
5. FHm take-up 
*6. Volume 

Ofheff switch . 
I* Frame adjustment control 
9. Cassette tape pityer 
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Managing 
Training Event: 
Planning and Logistics * 

* 



The evontual success or failure of \ training event can 
bt decided months before the workshop, when initial 
planning begins. Even with well-designed materials, 
careful conient preparation on the part of the trainer, 
and erithusiJkstic participants, a productive worlcshop 
cannot be guaranteed if the logistical deUiis receive 
inadequate attention. 

The u$ks required to plan a training event can be 
grouped Irtto thri* phases. The first steps Uke place 
when an agency decides to sponsor the program. The 
second phase Includes preliminary details, ranging from 
making arrangem^nu for facilities and inviting parties 
pints to preparation of th« training site. Th« third in- 
volves details carried out during the training event. The 
following sections, which may be viewed as a "manage- 
m«nt checWfn," discuss'thes* phases chronologically. 
Careful attention to the tasks delineated in each will 
help ensure a meaningful and productive training event. 



On Your Mark--lnft(al Phase 

Otcldt to Sponsor the Event 

No agency should tponior a training program without 
determining whether enough people are intereittd In 
tttindlm. To lage the probable responie, either make 
iitformet telephone inquiries of likely participants or 
Mm} letters to kiy orianizitipnt and people. If th^ reac- 



tion is good and it appears that a sufficient number of 
people are interested, planning can proceed. 

— ? ' 

Assign the Trainer 

At this point, the sponsoring agency should designate a 
qualified trainer or trainjrs. If poisflble, another Indl- 
vidvil ^ designated coordinator and n^de re- 
sponsible for the many management «nd loiKtieal 
details, enabling the frainer to concentrate on thf train- 
ing content. In practice, hoNvtver, the trjNner frequently 
must be the "coordinator" as well. 

In choosing a trainer, look for someone with training 
sKllls snd knowledi^ of the content arsa. This combina- 
tion of knoWWdge and ability to conduct a training 
event Is rare.' If no ♦ingle, qualified Individual is avail- 
able, there are other optloni: 

• Use a tftlning team conrippsed of several 
people with different kinds of skills and knowl- 
edge of special topics related to ^e training 

'content. \ 

• Uh one trainer aulsted by one or more con. 
lulunti who can serve as k "resource" for 
content requiring speciallied expertise. 

The trainer's role Is usually demtndlni and'exhaustlng; ! 
•o use of mors than one person It often desirable, es- 
pecially If the event laiti mors than 1 day or the ton* 
tent Ithifhlv technical. 




Set « Time Schedule 

Next, il is cxtrctn«ly imporUnt to schedule the various 
managtmtnt tasks «nd activitits. This proc«ts cm be 
facilitated simply by listin| the actions utied for Inuhis 
^ checklist and setting a urget date for each. Tf^is step will 
yfrtcludo such mishaps as beginning a session without 
the needed matcflals or cquipmeni. 

t " ^ > 

Prepare a Prefrminary Budget 

The training package itself is provided free of charge, 
but the other expens^ls involved in conducting the 
workshop n^ay include 

e the time of the trainer and possibly the time 
of one or more^alsistants before, during, and 
arftcr the workshop; \ 



e lunch and othfcr c 
workshop; 




ments served during the 



e reproduction of handouts, transparencies, and 
evaluation forms; 



e ' pens or pencils/ paper, name tags; 

e flipchart and paper, markers; 

• rcntat of the meeting place (if not provided by 
the sponsoring agency) ; 

e rental of audiovisual -equipment (if not avair 
able on loan). ^ 

Unless the sponsoring agency requires other procedures, 
ail expenses should be included in a preliminary estimate 
of costs. If a fee is to be charged to the participants, it 
can be based oh this preliminary budget. Once partici- 
pants have been selected, a final, revised budget can be 
computed. Unless already established by the sponsoring 
organization, prgccdyres must be developed for pur^ 
chasing supplies and for renting space and equip'ment if 
necessary. 

Get Sct-lntcrmcdiate Stages 
of Planning 



Select Date and Site for the Training Event 

Several factors have to be considered when setting the 
date for a training event and choosing the rDeeting room. 
The day of the week can influence many potential par- 
ticipants' willingneu to attend. For example, a Friday 
nrwuy be a bad day to end a workshop because of heavy 
i^irport) railway^ and h(|hway traffic. )n addition^ there 
may be special local oelebratloni or religiQUiobierv'> 
ances that affect a few people who might otherwiie 
attend a training event, if leverai key orgmiaatlons are 




'involved, it migh^be wl>e to determine what regularly 
scheduled meetine^ events mig^t keep their staff 
membtfr^ away. \ 

The site for the nf>eeting should be convenient to rnu^ 
participants and near transportation^ entertainmef^. 
facilltiei, and food service. Trainers often^y^eglect til^ 
check out the actual loom in v^lch the sessions will b^ , 
held before formalizing the arrangements for facilities. 
^As a result, many meetings end up In stuffy^ subterranean 
rooms or in cramped motel suites. Sometimes partici- 
pants are plagued by extremely unc6mfortable chairs 
ind end up sitting on the floor. A poor heating system 
or arctic settings for the air^onditioning can disrupt 
sessions. Banging radiators or noise from a nearby kit- 
chen may alio distrfct attendees and trainers, Tp avoid 
probiems.it always pays to /nspfct tfi€ pft^s/caf s^ttkm 
in person before making any commitment, 

Check on these details: 

e Does the room have windows? 

e Can it be darkened for audiovisual projection? 

e Arc there pillars in the room that will obstruct 
someone's view? 

e Is there^adequate spaoe for small gnoup work? 

e Are there enough electrical outlets? 

e* Is the room noisy? 

e Is the furniture adaptable to program needs? 

• 

Make Arrangements for Lodging 

If it is likely that some participants wilt come from out 
of town, make arrangen>erui with a nearby hotel or 
nK3tel so that there will be enough rooms Available for 
attendees who need lodging, logistics will be simplified 
if ail t)articipants stay at one location^ but if necessary, . 
two nearby facilities. can be selected. If the meeting 
room has to be rented from a hotel or motel, it obvious- 
ly 'makes sense to arrai^ lodging in the sanr>e place. 
Sometimes^ the meeting rooms are made available with- 
out charge if participants stay at the hotel or motel. 

, Get a written commitment for the required number of 
rooms and ask that the price be specified In writing.. 
Many managers will give a redi;Li2|d rate for groups. Also, 
check to find out the'deadline for making reservations 
so that you can include It in the informatk)n you send 
to participants, and confirm whether prtpaymentf or 
other arrangements must be nvade to hokJ the roonn. 

Recruit the Right People 

No training event can be successful unless the partict^ 
pants are types of trainee for whom the materlahi were 
designed. Groups frequently include some members for 
whom the training Is *'old hat;'* others for whom the 



58 



content Is p©fbt«(iNo their rnl otedj, and lomc for 
whom tht coritent ii loo technical. To recruit the type 
of participant y6u wint, triakc clear in the information 
itnt to prospective attendees 



for whom the program is designed; 
what trainees will ham; 



who can benefit from the training; 

who is sponsoring the event; 

the time and place; 

the cost (if any); and 

instructions for registrati/n 

A sample invitation letter desigjrfd for use with this 
package is inclilded on pages 6 A^d 62. You can 
easily nidify it to meet the nAds of your agency. 
Experience indicates that to obtain the recommended 
group size of approximately 1 2 to 20 people, 75 to 1 00 
letters of invitation should be sent. The tetter of invita- 
.tion should include an application form. 

Select and Notify Rarticipants 

the response to the letter of invitation may give scvei^l 
options for selection of the trainees. If many people 
reply, you may simply accept qualified applicants in the 
order they apply until the suggested group size is ob- 
tained, or you may try to construct a group with varying 
backgrounds and experience. In other cases, fewer par- 
ticipants than expected may respond. Even in this in- 
stance it is wise to weed out any applicants whose inter- 
ests or backgrounds clearly exclude them from the 
target group. ^ 

All who apply sfioi^ receive a letter either confirming 
acceptance or pxpialning tactfully why they will not be 
able to participate. (See samples on page 63.) If some ^ 
attendees will be coming from out of town, it is helpful 
to enclose travel and lodging information well as 
maps of tht local area. Some trainers like to call* par- 
ticipants before tht $Urt of a workshop to esublish 
rapport and Ht a friendly tone. 

^Prepare a Roiter of Worlcihop Participants 

After traintes art stitcted, a roster should be prepared 
listing names, addresses, and, if appropriate, the organi- 
sations thty reprtitnt. If timt permits, copies can bt 
sent to participants, who often appreciate knowing who 
t\\§ will bt attending. Ineviubly, you wilt have td make 
changes In the list before tht actual start of the work- 
ihop, sc plan to have a revised version ready to pass out 
il^the Hrit session. 

Plan and Arranga Food Strvice 

Afttf dtttrmining how many ptopl« will bt atttnding 
thtMiiion, tht arranfimtms must bt made for any food 



or refrtihmtnts to be served during iht sessions. Motels, 
hotels, and othtr commercial organliatlons uiuaUy insist 
that refreshn>enis be ordered through them. You usually 
can't bring your own eoffee, tea, or soft drinks. It^ up 
to those sponsoring the event to be sure that these ar- 
rangtn>ents are made. If an organization is providing the 
room rent-free, it may be possible to bring In a coffee or 
lea pot. 

If dinners or lunchoohs are scheduled as parj of the 
activities^ thty obviously Require advance preparation. 
The number of attendees, the nr>enu,> and the cost 
must be specified well in advance. Deposits or prepay- 
a>ent are often required. 

Prepares Final Budget 

At this point, it is possible to compute a final budget 
using the actual number of attendees to determine the 
required expenditures. The revision should include all 
needed supplies, refre5hn>ents, equipment, room rent 
and other items. Obuin approval as required by the 
sponsoring organization and confirm the procedures for 
making.disbursements. 

Acquire the Audiovisual Equipment 

, If the sponsoring organization does not already have 
the necessary audiovisual equipment, ij can usually be 
borrowed. The public school system, the audiovisual 
department of a local college or university, and com- 
muniTV agencies are good lources. If not available on 
loan, the equipment can be rented. Check the Yellow 
Pages under "Audiovisual Equipment and Supplies" for 
the names of vendors. 

Obtain and/or Prepare Instructional Materials 

Arrangements to obuin any films or filmstrlpi to be 
used Ifva training event should be made several weeks In 
•dvance, and trainee te.xts should be ordered for the 
expected number of participants. Overhead traniptren- 
ciei should bt made from masters and the participant 
handouu reproduced. Related equipment, such as a 
fllpchart orchalkboard, must alio be obtained, 

Prepare the Meeting Room 

• 

The day befoai the surt of a workshop, doublecbeck 
the meeting riom to make sure the heating or air- 
conditioning Is working properly, and set the room up 
as required for the first session. At the san)t time, con- 
'firm the arrangements for refreihment* and food service.. 
Deliver the audi^lstial eqblpment, set it up, test it, and. 
If possible, go through a dry run of the presentation. 
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Collect Supplitf %nd Plft<^ in Mt«t)ng Room, 

PUct All niccsMkry luppliosin ihc room. Don't forget: 

• Hnclh ^ 

• Piptr 

• Namtugi 

• R«f htration formi 

• Wat^Ptptf tMtsktti 

• Ttpt, chalk, felMip p«nt 

• Cxtrt bul^u4pr audicwiKial equipment 
X* Exitnilcm cordi 

• RtcejptW)k (if pkfticipants have'^to ptya foe) 

• Cups ^ 

• Spoonj 

• Sugar and cream 

• Ashtrays 

• Evaluation forms ^ • ^ ' 

Aiiembit ail instructional ^teriais, arranged in the 
order they a^ to be used, Malie sure they are in a con* 
venlent lo<Jatl6n Yor use by ^ trainer during the sessions. 



Go~Thc Workshop Itself 

Set up a Registration Desic 



Shortly before participants arrive, set up a desk where 
attendees can register. It also may be helpful to put up 
some signs directing people to the room. Training man- 
uals, participant rosters> and name tags can be passed out 
as the trainees fill out registration formS; Most trainers 
find that it is vital to have support suff assist with the 
^^^^^^stratlon so that the trainers are free to greet the 
participants and start the first session. Usually there 
art late arrivals who will have to be ac^xmmodated \ 
after the start of a session. ^ ^ 

Conduct the Training v 

The trainer^ while responsibly for conductif)g the work^ 
shop, still must carry out managen)ent tasks during the 
sessions. Refills of the coffee or tea pot, problems with 
late arrivals, and similar annoyances h«ye to be uken 
ure of Support staff can help with these problems, but 
It Is likely that the trainer win be involved. 

Prepirt for the Next SeMion 



change the seating anrangementi if neceMtry. GoUect* 
and store tr'ansparencles, fillnstripf , and other instryc- 
tional materials used during the session. Locate and 
arrange mftl^lf it li qeecM foir the next preienuttoo^ Pan 
out eny handouts required for t|it upcoming session. If « 
nf)ore than one trainer is participating, they should de« 
brief each other at thf cIoh of each session t6 avoid 
duplication and ensure integratfon of concepts and 
content. 

Many trainers use the time between sessions, as well as 
lunch and coffeebreaks, to mix with participants and 
ga^ their responses. By doing so, they Identify potential 
dissatisfaction before it disrupts the sessions and get 
uKful feedback regarding how well the trainees' needs 
are being n^et. 



Wrap It Up-After the Event 

See Partidpanti Off 



Aft«r tht corKluilon of on* nnion, the trainer irrtm«dl- 
«t«ly h«i to intlclpite the nckt.pet pArticipinti to help 



At the end of the training event, be prepared to help 
«ttendeei with travel »rrar»genr>enti. Same may need 
transportation to the airport or the rijif'ay itatlon; 
thoje driving may want dlrectlor^i op^row to get out of 
town. It helps to have a map, the telephone number of 
the clQS<»$t taxicab company, and 4> airport limousine 
schedule at hand. 

Arnnge for Cleanup and;^eturn of Equipment 

Ctnless specific custodial agreements have been made 
with the rrvanagement In the>u|ldlngwhere the work- 
shop was held, you probably will have to mitiate a 
cieahup project. Oftenjparticipanu are willing tp help, 
and all staff members should be 'expected to pitch In, 
collecting trash, emptying ashtrays, straightening out 
chairs, and putting away luppliei. The IrtlrWr also 
should be sure that the audiovliual equipment li re- 
turned to the ovmer and that the extra ppp\\» and 
Instructional materials ace not left in the mMMtinf T^orr\, 

Pay OutiUnding Bilii and 
Wfile a Mantfement Report 

After conH>]etion of the ieMions> make sure that ail 
bills have been paW. Th«n,'preparf * report thafcofV- 
ulnji an accounting of the fundi reoiMaiid the ciiih : 
outlayed. The report should alio fvah^te the workihc^ 
from the^manifement viei^^t and (nclude sugflftioni 
for ar>y future training evtnti. ' ■ :> * 



Sample Invitation Letter to Participants 

. • 1 ■ ■ ' 



Dear 



I am writing to 'announce a 1 -day training workihop, "Using Volunteers in Your Agency; Planning, Implementing, and 

fylainuining Volunteer Programs in Alcohol Service Agencies/' to be presented by_ (y6ur agency) 

The . workshop will be conducted at__ (location) , on , ^date) 

HJsIng Volunteers in Your Agency*' was developed by the Area Alcohol Education and Training Program and the Na< . 
ttonal Centef for Alcohol Education under the auspicei'of the National Institute on AJcohoI|^bu«i*tnd Alcoholism. 

The workshop is designed for those responsi5le for planning, implementing, and mainuining a volunteer program in an 
alcohol Service agency. The training sessions addreS^ the fotlovjlng topics: / 

• pros and cons of volunteer programis, 

• principles of effective volunteer program planning and management, 

• planning phases and steps in volunteer progy4» design, * 

• assessment and analysis of the agency readiness to develop or improvre a volunteer program, and 

• action plans for initiating or impf^oving a volunteer program. 

■ 

The focus of the workshop is oryi volujjt^tr program that recruits, trains, and a|>ignj individuals as nonpaid worker* to 
provide service as an integral part of. the agency staff, Participation in^he workshop should benefit both thos» who are 
ju»t surti^g to plan'a volunteer program and those who want to improve »n existing program. 

M an integral part of the workshop, each participant will r«c«lv« a copy of ^t Voh/nt**rfirogrm[D»vthpmMt GiMt 
f6r [)i% during the workshop and for reference when mtrjaging a volurnteer pro|r*m in h!i or her sponioring agency. The 
tuMi pr«»wt5 the princif^of effective volunteer program planning and a step-by-itep procedure to foMow in ejqjioring 
lh« f«»»rt>iltty of ivolunt||er program umi in designing andlmplementing a program in a partlculir agency. It alw con- 
Uins sample forms, resource lists, and suggestions for staff orientation and volunteer rccrultmwit, selection, and trainlni. 

(Attncy-tpectfic information, including coHfiio participants, 1$ inserted here.) . . " . 
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If you wish to aiicnd this workshop, please complete the jippHcation form and return it by . {date) 
AUtr\dinc« will b« limited to 20 participants and appiic»tlorH wit! b« acoepwd in the order received. Your application 
will be promptly acknowtedge^l. Thank you far your fri,ti?rie$t and cooperation. 

Sinc«r«ly, . ' 




Application 

Yes, I would like to participate in the workshop *'Using Volunteers in^our Agency" to be held ^ jd>te) . 

■ No, I cannot attend this workshop but would like to be notified should you run the workshop again in ^ 
future. ♦ 

My name is^ 



The name and address of my agency is. 



Telephone numtjer , 
My position ii 



am interested in initiating a volunteer program in my agency. 



I want to improve specific aspectsof my agency's existing volunteer progranf. 



Sample Participant Selection Letter 



f »m pteaied to tell you that you have been selected to participate in the 1 -day workshop "Using Volunteers in Your 
Agency." 



The workshop will bo held on 
to (time) 



(date) 



from 



itime^ 



at 



(location) 



■ ■ ■» ■ 
^ Enclosed you will find your registration form and a partlcif»4Kt" profile form. Please fill these out and return them with 

(our registration fee of $ (amoiint) ^ by (date) \ 



If you have any questions, please call me at 
I took forward. <6 meeting you on 



Sirtcertly, 



or writ* to the above address. 



(date of workshop) 



Sample Rejection Letter 




Th»nk yo« for applying to tht "'Usinif Voluttnc" in Your Ajency" training workshop being offenwl iy 



(ipbmoring apncy) ^ 

IW. We »p|>f«cla» your Ij^^^^n In th* training program and will notify you of pio*ilb{t futur* rum. 



When your appHcation arrived, «ll available places (lad bterv 

.. \ 




Handout 
Masters 
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HAHDOUT 1 

/ 



Participant Introduction Guide 



Aj « m«an$ of getting to know tach other, each participant wilt be aiked in turn to Introduce himielf or henielf. Pleai© 
UK the following questions asa sUrting point and feel free to add any farther comments or anything ede you would 
like th|> group to know about you,^ . 

1 . What is your name? How dp you prefer to be addressed? 

2. Where do you live? ^ 

3. What agerrcy do you represent? W^at do you do there? 

4. What are somt of your interests outside of work? 

■\ 

5. What is your experifmcf with volunteer programs as a director or coordinator, as an observer, as a volunteer 
yourself? • 

6. V^at brought you to the workshop? What are your expectations or objectives regarding the workshop? 



HANDOUT 2 



r 



Worl^op Goal and Objectives 



Goal: On completton of the training workshop, participants will have a greater awarenets of the issues fdlatlng (o 
volunteer programs and an undersunding of the elements of an effective volunteer program as described In the 
guidelines, docun>«nts, and resources presented in the trainlrtg. 

At the end of session 1 , participants should be acquainted with the trainer(s) and the other paniclpants and should be 
able to: ^ \ 

• describe the training gpa! of the workshop and relate this goal and the learning objectives to the overall se- 
quence 9f workshop activities, . ^ 

• describe prtjblem areas related to starting or managing a volunteer program in their own agencies, 

• list at least three advantages of using volunteers in an alcohol service agincy program, and' 

• list three reasons not to use volunteers in an agency program, together with counterarguments in favor of 
^using volunteers. 

At the end of session 2, participants should be able td: " ^ ' ' 

• list the eight principles of ah effexjtlve volunteer program as discussed in the fllmstrip '*eight'* and the Vo/un- 
t€$r Program O^loptmnt Gukh (VPDG), and 

• describe at least two potential problems that would be avoided by observing^ach principle. 

At the end of session 3, participants should be able to: . 

• list tbe three phases of the volunteer program planning procedure presented in the fllmstrip ''steps** and the 
VPOG. . ' 

• relate a given principle of effective volunteer program developnrwnt to how the principle Is put Into practice 
^ in al least one phase of pilot program planning^ and , 

• describe the relevance of x>ne planning step to their own agency situation. 

At the end of session 4^ participants should have: ^ ' 

- ■ - V .■ ' .■.■■..■■■-„'..'. 

• ahaiyied the current status of their agencies regarding a volunteer program, using an agency messment check* 

list and the VPDG, and ' ' ' ^ 

• bated on thi| «n#lyiii> have Identified the flnrt task they want to underttke on rt|um to their own agenciti 
and dtvetop^ a'plan to accomplish this task. • ^ '"-""•"^1 
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Agency Assessment Checklist ' 



L Agtncy Autssment 

This form is designed to htip you focus your thinking about the agency you represent ind the volunteer progrim 
• operating in that agency or on your aifcncy's readiness to begin development of a volunteer program. The ques- 
tions parallel the ingredients of an effective volunteer program as discussed in the Vofuntftr Program DMfofh 

Try to answer each question based on your knowledge of your ov^ agency and its suff . Some of the questions 
will not be applicable if your agency does not yet have a volunteer proj^ram, but read them over for consideration 
in planning a program. You will complete and discuss this form lateHh the workshop and can retain it as a refer- 
ence as you begin to develop or improve a volunteer proffifn in your agency. 

Agency Goals Yet No .So-So Krww 

1 * Are the goals or purposes of Hht agency 

clearly sutcd? * < 



2, Are they communicated to and understood 
by all staff members? 

J. Are the goals of the volunteer program 
consistent with agency goals? or would a 
. volunteer program be consistent with 
agency goals? 



Agency Commitment ^ 
4. (s there sufficient interest among \ 



♦ 

board nrwimbers 
I 

idrT]inistration 



' ' staff 

in txploring^hf ftaiibility of a 
vduntter profrim? 



t ** 



i > 5. WouM clttnts b« r#c«ptivt to 
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Ai«tKy Commitmtnt (cont'd) 

6« In iftrKki with volur\te#i^» ii th«rt 
a refuiar ; carffi4lly prw^d budget 
for the voluniiKHwUjpim? 

7. is thert a $uff poiition of 
volunt€«r coordinitor? 



Do«$ the volunteer coordinator 
feel that he or she ha$ tin>e to 
do the job adequately? 



9. Does the volunteer coordinator 
report to the agency director? 

1 0. Does the volunteer cciordinator 
receive the support and cooperation 
of other staff rnembers? 

Plar>ning 

11. Does the agency usually spend a 
sufflcieiU amount of time in 
collecting information and planning 
before embarking on a new program? 

12. Are representatives of all involved 
groups included or consulted in the 
planning of a new program? 

In an agency with a volunteer program; 

• 1 3. Was adequate tlnr>e spent In planning 
the volunteer program^ including 
consultation with all the people 
al'fected? . • 

1 4. Were specific procedures developed 

for 

recruiting and selecting 
voKinteers? 

' ' ofkintation and training of 
- , volunteers? 

volunteer tupervlilbn? * 

Stiff orientation? 



Ytt 



Ho 



So^So 



Know 





T 
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Afincy Amuimnt Ch«ckll« j>«<f» i Oont. 

Ytt . No • So4o Know 



Nrsonntt Poilcltf 

15, Do«i tb« aft ncy htvf cltar polictes 
and pracedurti rtfirding hiring, 
iMlgnment, uiptrviiton, tvtluation, 
and tdvanctmtht of pt nonrvil, 
Inciuding voluntMr lUff , if any? 

16, Are there written job dticriptfoni 
for all ttaff, including voluntetrs? 

• In agencies with a volunteer program: 

1 7, Are applications used and evaluated 
befonj volunteers are accepted ? 

1 8, Is each volunteer interviev^ 
at least bnce? ^ ^ ^ 

19, Do volunteeci sign or explicitly 

consent to a contract specifying ' , ' 

a nuniber of hours of work per 

week for a definite period? - ^ 

Orientation and Triining n 

20» Is inservlce training provided • 
to suff on a rtfular basis? > 

In agencies with a volunteer progranri: 

21 , Art several flours of orientation \ 
ami tf alplhg rtquired dfV>ch 
Yoluntetf before a»ign||;iihii> " ,f ♦ 

^^trtiO<ftl meeting 

volunteer contjrttt? , ' ■ 

-^/"^Is^^ 

^ * brlempaWst^^ ^ ' 

tee^profti^? \ ' ■ ' . 

Htcofnltion ^ i 



h idtquttt ttHintlcMT pafcT to 
rt cofnitlon pf suff In tb^ tjtency? 



3S. Ob«s tach yoiuntttr Kavt in k D. 
CMxl or k>m« othf r HiitibN 
• Wontlflatteii? 
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Aftncy Amsimtnt Chtckliit - page 4 

Recognition (cont'd) 

In agencies with volunteer programs: 

26. Is there a desk or sonf>e space 
permanently designated for ^ 
volunteer use? 

27. Is provision made for experienced 
voUniteers to mo^^ up in responsi- 
bility and status (e.g,, volunteer 
leader, service on volunteer advisory 
board)? ' • 

28. Are volunteers given reference^ for 
use In seeking paid employnrwnt? 

29. ' Can qualiffed volunteers, who wish 

' to, get college credit, for their service? 

30. Are paid staff also recognized for 
their conTributions to the volunteer 
program? ^ 

Evaluation 

31 . Docs the agency ^ke stock periodic 
cally of how it is doing? 

32. Does it act on the Information 
gained to modify programs when 
necessary? ^ 

^33. Arev ^ 

paid staff « 

volunteers 

clients 

asked what they think of the 
^ program at least twice a year? 

V 

34. Are fomnal records and accounts 
kept on the volunteer program? 

3$^ Is there attention to whether and why 
volunteers leave the program before 
the end of their tim^ commltmtnt? 



Yei 



No 



So«So 



bon\ 
Know 
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Agtncy Ane»iment Checklist - pn/t 5 , 



Yw 



No 



So*So 



KrK>w 



ommunity Resources 



36. Dot 1 tht community at^iirgc 
generally support the agency 
and its program? 

37. Are there people or organizations in the 
community who could contribute mate- 
rials or services that would complement 
a* volunteer program (e.g»» printing of a 
newsletter, background training on 
alcoholism for volunteers, equipnr>ent ♦ 
for a volunteer-staffed recreation . 
program, etc.)? 

38. Are there other agencies with volunteer 
programs in your community that would 
share their experience with you? 



Analysis ; 

ff the majority of your check marks appear 1n iheXdon^^ column, your first task might be to do this assessment 
again on return to your agency, with the aid of agency staff. 

If the majority of the chcc*; marks appear on the ''no" and '*so-so'* columns, you may want to consider recommending 
a reexamination of the idea of a volunteer program or of the program now existing in ^ouc agency by those most involved. 

If the ''no'* and '*so-so'' check marks cluster in onc^r two areas, you have pinpointed some areas you will v»^nt to Ipok 
at more closely. " 

IK Planning Guidelines - ^ 

I^Md on your responses to the qucstiotTi in part I and your analysis of these responses, begin to think about youf^ first 
sttpsbn return to your agency and develop some preliminary plans to help you take those steps. Refer appropriate 
sections of the Uo/unMr Program iM^hpm^nt Gukl$ as needed for Ideas. 

1 . What seems to be the major problem area (or areas) in regard to the development of a volunteer program or the 
functioning of an existing program in your agency (i.e., agency goats, commitment, planning, personnel policies, 
orientation and training, recognition, evaluation)? 
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Agency Ai^$im#nt Checkliii - p«tt 6 



S«kcl one problem «hu (see #1 above) and describe as precisely as pouibie what you think the particular prob« 
fern is in that ar*i. 



3. ^ you need more information? If iol what? Who has the answers? 



4. What outcome{s) must be achieved in order to solve this problem? V 



5. 



\^at art some alternative ways to go about it?- Who can help? 



HANDOUT 3^ 



Af f ncy Amument Gieckliit - pa^e 7 



6. Which ai|Mf(«tlve mm* to mak« mon jenjc «t thii tlm«? 



i 



7, WhAt muit be done to put it Into action? 



75 
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Principles of Effective Voli^meer Program Deyelopmerit 



Across the Board: Th« agency must b« fuUy committed to the idea of volurtteer progr»m, ^ ^ 

Don't Face \t Alone: More than one person's tinr^e and ideas are needed to plan andimplement a volunteer prof ram. 
Start Small : The iniiial volunteer program should be a pilot program. 

Walk, Don't Run: Sufficient time should be allotted for planning before the first volunteer i$ recruited. 

It's Not a Fifth Wheel: The volunteer program must be an integral part of the total agency program. 

They' re on th* Team: The volunteer must be an integral part of the toul agency suff. 

It's a Two- Way Street :i ^Volunteer incentives arc critical to program success. " . 

Take Time to Take Stock: Monitoring and evaluation of the volunteer program Is an ongoing necessity* 



These prfty:ipfiJs are discussed in section I of the Votuntw Program OwvtloprtHnt Gu/di^ pp. 1 -7. 
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TMJttfXHiMCy A 



WORKSHOP OVERVIEW 



SES$I0N1 

PROS AND CONS 6f A 
VOLUNTEEB 
PROGRAM 

SESSION ACTIVITtES: 

• AQENCY 
ASSESSMENT , 

• BRAINSTORMING 
' PROS AND CONS 

OF USING 
VOLUNTEERS 

• DEVELOPING 
COUNTER 
ARGUMENTS TO 
CONS 



y 



SESSIONS 

PRINOPLeSOFAN, 
EFFecfMSVOLUNTeER 
PROGRAM , 

SESSbN ACTIVITIES: • 

• FkMSTftiP 

"EIG|HT" * ■ 
. RELATING ^ 
PRINCllpES TO 
PROBLEMS 



WORKSHOP OVERVrEW 



SESSIONS 

PLANNING A PILOT 
VqLUNTEER 
PROGkAM 

SESSION ACTIVITIES: 

^ FILMSTRIP 

^ 'STEPS ' 

WORKtNG ^ 
THROUGH 
PLANNING STEP 



SESSION 4 

GEUING STARTED 
WITH 

YOUR OWN AGENCY 
PROGRAM 

SESSION ACTIVITIES:^ 

♦ COMPLETION OF 
AGENCY 
ASSESSMENT 

f DEVELOPING AN 
INITIAL PLAN OF 
ACTION 



SESSION 1 : INSTRUCTIONS FOR 

SMALL GROUP WORK 

1. GROUPS OF 4 OR 5 PARTICIPANTS ARE 
ESTABLISHED. 

2. A RECORDER IS CHOSEN FOR EACH GROUP. 

3. RECORDERS COPY THE 'CONS" OR 
PROBLEMS ASSIGNED TO THEIR GROUPS. 

4; GROUPS ASSEMBLE AND DEVELOP 

COUNTER ARGUMENTS FOR AS MANY OF 
THE AS^IGNfP PROBLEMS AS POSSIBLE. 

RECORDERS TAKE NOTES AND PREPARE TO 
MAKE A 3 5 MINUTE|rEPORT TO tHE LARGE 
GROUP. ' ^ 
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VOLUNTJEER PROGRAM 



suggest 




appoint 




define 




** 

coHect ^ 
data 


volunteer 


-IT 


planning 




' agency 




program 




committee 




goals 





EXPLORATION 
PHASE 

1 TO 3 MONTHS 



/ 



program 
information 



Jocal 

resources 



administra- 
tive 
needs 



staff 
needs 



client 
needs 



prepare 
propoSBl 



board 
decides 



select 

volunteer 

coordinator 
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VOLUNTEER PROGRAM 
DEVELOPMENT STEPS: 




PILOT PROGRAM 
DESIGN PHASE 

1 TO 3 MONTHS 



TRA.NSPARKNCY T 



VOLUNTEER PROGRAM 
DEVELOPMENT STEPS: 



staff ' 
arientation 



implementation 
qf/al( plans 



recognition 



IMPLEMENTATION 
PHASE 

1b TO 9 MONTHS 



ERJC 



by 



SESSION 3 : INSTRUCTIONS FOR 

SMAU GROUP WORK 

1. GROUPS OF 4 5 PARTICIPANTS ARE 
ESTABLISHED, - ^ 

2. EACH GROUP CHOOSES A STEP FROM TH 
PLANNING AND IMPLHEMENTATION MODE 
FOq DISCUSSION. , 

3. SMALL pROUPS CONVENE AND REAb THE 
RELEVANT PAGES IN THE VPDG. 

4. GROUPS PREPARE A PRESENTATION FOR 
THE LARGE GROUP, 

5. LARGE GROUP RECONVENES; SMALL 
GROUPS MAKE PRESENTATIONS IN TURN. 



TRANSPAWSNCY H 



SESSI0W4: klSTRUCf IONS FOR 

SmU- GROUI^WORK 

1. GROUPSOF 5OR6PARTI0IPANTSARE 
FORMED TO DISCUSS PROBLEM AREAS IN 
THEIR AGENOiis AND THEtR INITIAL PLANS. 

2. A RECORDER IS CHOSEN FOR EACH GROUP, 

3 EACH PARTICIPANT IN TURN PRESENTS HIS 
OR HER PROBLEM ANALYSIS AND 
APPROACH TO SOLUTION AND INVITES 



COMMENT AND SUGGESTIONS FROM THE 
^ GROUP. 

4, RECORDER ;]rAKES NOTES IN QRDEH TO 
PRESENT SUMMARY TO LARGE GFi)UP. 
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Training Evaluation.: 




instrument 
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introduction 

Mo$i trainers, while ioitrested in evaluating workihopt 
or training events thty conduct, are not Intareited in 
^ fng out elaborate tests, and unless they are engaged 
In a research project, sophisticated statistical |wt>cedufet 
for analyzing participant feedback ah> not required. The 
participant feedback evaluation instrun^ent and the fol^ , 
towing guidelines for its use are designed to provide the . 
trainer with an easy-to-use a>ethod for assessing the ef- 
fectivcness of -the training event he or she has just 
conducted. , 

Anonymity of Partlcipant$ . . 

Since the purpose of the feedback is to provide the 
trainer with information about the training event rather 
than information about the performance of individual 
participants, there is.no need for the pjirtkipantsjtQ put 
their naenes on the feedback forms. By guaranteeiYig the 
anonymity of the participants* responses, the trainer 
intceascs the chances of receiving honest feedback, re- 
sponses whicb most accurately reflect the reality of the 
training eyent. 

AdmrnlstcHffg the Feedbic 

If the feedback form is to be used, this should be stated 
at the beginning ot the program rather than at the last 



minute. Participants should b? givc^a brief explanation 
about t|)e purpoie of the forms b«fort|they are dtitrib* 
utcd. The initructioni are self-«xpl^iiiiofy. 

Coding the Formi 



To code the diu into a usable form, the trainer miedi 
simply to tally the responses from the individual forms 
into a table such as below. 

lolerpretlng the Dat^i 

^ What Is the cenual tendency or centril position of the 
partlciptrvtt as a group as reflected by the rating scale? 
The quickest mfrisure of the group's central tendency i$ 
the nx)de, that is, the rating t^iat occurred rho%l fre- 
quently: As one can see In the table above, the modt or 
^ the rating most frequently used by the participants was 
4 (above average). While each trainer may determine 
what will constitute a successful workshop, one sug- 
gestion is that 50 percent or more of the rcsponies 
should be above 3 on the rating scale. As one can. see, 
54 percent of the responses were above three. Using the 
above criterion this workshop would be called successful. 



NumSi^f Participant Responses as Distributed Across Rating Categories 



Rating Categories 
Clarity of objectives 
Organization of workshop 
AppropriAeness of content 
CtV^ity of presentation 
Effectiveness of teaching aids 
V • TOTAL 

N>i(TTber and % of responses 





. 1 ^ 


2 


3 


4^ 


5 




E)^cep, 


Below 




Above 


Excep. 




poor 


averagt 


Average 


average • 


good 




1 




3 




1 






1 


2 , 


4 


i 


3 






2 


.■ 4 


. 3- 1 




1 ■ 








5 


4 


1 1 






1 


4 


3 


' 2 






.4 


18 


19 


8 




t 




J 










■ 23 (4%) 


' — 


27 


(54%) 



Using Volunteers in Your Agertey, a Workshop 



Ptrtlcipant fwdbtcl^ form ^ 
/Vw5t Indkatt your assent of thts^^rkshop by cktlfng number und^ HKh of thf C0t4gorh$ UsNd b0hw. 

_ Clarity of Obfectivw: The objktiyts o( thit woFkihop werfc undcrsUQdable as prewnted and hi^^rl!e 

. ^vidtnt as the proinm unfolded' i 



Exceptiohally 



Orfinlitatton of Workshop: 



Exceptionally ; 
Poor--^ 



1 



AppropriaUnesi of Content: 



Exceptifftally 
Poor 

1 



IZtjiritfSfPrtHinutlon: 

Exceptionally 
Poot- 



1 



Bejow 
Average 



Average 



Abone 
Average 



Exceptionally 
Good 




The sequence and duration of the workshop were scheduled In a way which facili« 
tated my learning. 



Below 
Average 



Average 



Above 
Average 



Exceptionally 
Good 



i I 



Th« conttni «nd mat«rl«ls |i«l«cted for the workshop were ichtduled In a way which 
faci(iiated-my fearnifig. • 



Below 
Average 



Avtra|t 



Above 
Average 



EKC«ptionally 

Good 



2 



9 



The content the workshop wai presented, in a way that was understandable. . 
Average 



Beiow 
Average 



Above 
Avtrige 



Exceptionally 
Good : 



2 



5- 



1* . 



fER|C.>> 



57 



EfftctlvtneM of Ttachlng Afds: Th« tei^ching aids (overhead transparenclti, fllmstrlps, and handouts) faciliutec^my 

l©arntn|» 

Below Above txceptionaliy 

Average Average Average Good 



Lxceptiutuiiy 
Poor 



1 



mc 



98 



